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CHAPTER 1
| NTRODUCTI ON

1-1. Purpose. This regul ation del egates authorities and
prescribes procedures for processing and controlling travel
performed by personnel of HQUSACE and OCE

1-2. Applicability. This regulation applies to travel of
civilian and mlitary personnel in HQUSACE and OCE, and

i ndividuals traveling on invitational travel orders at the
request of HQUSACE and OCE. It also applies to the travel
expenses of persons enployed as consultants or experts.

1-3. References. Policies and procedures in this regulation are
based on gui dance presented in the regul ations and publications
listed in Appendix A Therefore, the reader of this regulation
should not use it to the exclusion of the referenced publications
since they provide the basic policy guidance from whi ch USACE
systens and procedures are devel oped. Persons havi ng questions
concerning procedures in this regulation should refer themto
CELD- TT.

1-4. Definitions. An explanation of the neaning of certain terns
used in this regulation is provided.

a. FOREI GN TRAVEL. All geographical |ocations outside the
50 United States, areas and installations in the Republic of
Panama made available to the United States under the Panama Canal
Treaty of 1977 and rel ated agreenents (as described in Section
3(a) of the Panama Canal Act of 1979). Trips to U S. territories/
possessions are no | onger considered as foreign travel for
ASA(CW consi derati on.

b. OCONUS TRAVEL. Travel outside the continental 48 United
States. This includes Al aska, Hawaii, Puerto Rico, the Virgin
| sl ands, and U.S. territories/possessions.

C. PERVANENT DUTY STATI ON. The | ocation where the enpl oyee
is actually stationed; the place where the enpl oyee expects and
is expected to spend the greater part of his/her tinme. Generally,
the corporate limt of the city or town determ nes an enpl oyee*s
official station.

d. POST CONFERENCE TOURS. Peripheral tours offered before
the start or after the conclusion of the fornmal conference
program wusually a tour of a non-technical nature.

1-5. Policy. Directors and Chiefs, Separate Ofices wll
critically review the necessity for TDY travel to ensure that
pur pose and cost of travel are consistent with the guidelines
prescribed herein.

1-1
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a. The nunber of people who nust travel for a single
purpose will be held to an absol ute m ni num

b. Do not permt travel when the matter in question can be
handl ed by mail or tel ephone.

C. Hol d use of rental cars to an absolute m ni num
d. Restrict the use of bl anket travel orders.
e. Reduce duration of trips to a m ni mrum nunber of days.

f. Critically review necessity for travel of two or nore
representatives on the sane trip.

g. Travel nust be directly and clearly related to m ssion
achi evenment. Travel that is marginal should be deferred or
cancel ed.

1-6. Responsibilities.

a. Directors and Chiefs, Separate O fices will ensure that
all travel by subordinates is approved and authorized by
officials to whom such authority has been del egated. An
aut hori zation shall be issued prior to the occurrence of travel
expenses. The authorization shall be as specific as possible in
the circunstances requiring travel. Travel shall be limted to
the m ni num necessary for m ssion acconplishnent.

b. Directors and Chiefs, Separate Ofices wll ensure
t hat :

(1) The designated travel approving/directing official
wi |l be at an organi zational level that wll ensure effective
control of travel. The approving/directing official*s primary
objective will be to ensure the necessity of official travel.

(2) The designated order authorizing or authenticating
official is an official who has full know edge of applicable
regul ations. The order authorizing/authenticating official is the
person designated to issue travel orders for the Commander

(3) Non-technical post conference tours wll not be
aut hori zed or approved at CGovernnent expense. However, USACE
personnel may attend and/or participate in nontechnical post
conference tours at their own expense, provided annual |eave is
approved for that purpose.

(3) DA Form 2374-R, Notification of Foreign Visit,

wll be forwarded to CELDAT 45 days prior to departure, except
for clearly indicated energency situations.

1-2
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C. Requests for clarification and/or deviation of the
provi sions contained in the Joint Travel Regul ations/Joint
Federal Travel Regulations (e.g., actual. expense authorization)
will be submtted to CELD TT.

o d. Directors and Chiefs, Separate Ofices will critically
revi ew and eval uate request for proposed travel of Governnent
contractor personnel to ensure that:

(1) Each trip is essential and can denonstrate
positive and substantial benefits.

(2) The conduct of official business requires personal
contact or observation.

e. Mlitary personnel traveling outside of CONUS nust have
been tested for Human T-Lynphotrophic Virus Type [l | (HTLV-111)/
Human | mmunodeficiency Virus (HV) within the last 6 nonths prior
to travel

1-7. Delegated Authorities. See Tables 1-1 and 1-2.

1-3
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Table 1-1, DD Form 1610, Routine CONUS TDY Orders
Requesti ng Appr ovi ng Order Aut hori zi ng
O ficial Oficial/ O ficial/and/or
and/ or Actg* Act g
Travel er Bl ock 17 Bl ock 18 Bl ock 20
Ex Oc
CECS CECS CEDC CEDC
Asst CECS CECS CEDC CEDC
CSM CECS CEDC CEDC
ACE ACE CEDC CEDC
Directors/ Directors/
C/ Sep O cs C/ Sep O cs CECS/ Asst CECS/ Asst
CECS CECS
OACE
Dep Asst DACE ACE ACE
Ex Dr DACE ACE ACE
Div Chiefs Div Chiefs DACE/ Ex Dir DACE/ Ex Dir
Br Chiefs Div Chiefs DACE/ Ex Dir DACE/ Ex Dir
O her Pers Br Chiefs Div Chiefs Div Chiefs
Cvil Wrks
DDir-Ex Dr/ DDir-Ex Dr/
ADCW ADCW Director Director
Div Chiefs Div Chiefs Ex Dir Ex Dir
Br Chiefs Div Chiefs Ex Dir Ex Dir
O her Pers Br Chiefs Div Chiefs Div Chiefs
M| Prograns
Dep/ Exec Dep/ Exec Director Director
AlDirectors A/Drectors Exec Dir Exec Dir
C/Sep O cs T Sep Ocs Exec Dir Exec Dir
Div Chiefs Div Chiefs Exec Dir Dep/ Ex Dir
Br Chiefs Br Chiefs Div Chiefs Div Chiefs
O her Pers Br Chiefs Div Chiefs Div Chiefs
Real Estate
Dep Dep Director Director
Div Chiefs Div Chiefs Director Director
Br Chiefs Div Chiefs Dep Dir Dep Dir
O her Pers Br Chiefs Div Chiefs Div Chiefs
Res & Dev
Dep Dep Director Director
C/ Sep O cs Dep Director Director
Q her Pers C/ Sep O cs Director Director
Res Mynt
Dep/ Ex Dir Dep/ Ex Dir Director Director
Adm n O cr Ex Dr Dep Dep
Div Chiefs Div Chiefs Ex Dir Ex Dir
Br Chiefs Div Chiefs Ex Dir Ex Dir
O her Pers Br Chiefs Div Chiefs Div Chiefs
*For | ocal travel approval see paragraph 6-4
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Table 1-1, DD Form 1610, Routi ne CONUS TDY O ders-Conti nued
Requesti ng Appr ovi ng Order Aut hori zi ng
O ficial Oficial/ O ficial/and/or
and/ or Actg* Act g

Travel er Bl ock 17 Bl ock 18 Bl ock 20
Log Mynt

Dep/ Avi ati on Dep/ Avi ati on

Myr Myr Di rector Transp O cr

Exec Asst Dep Di rector Transp O cr

Div Chiefs Dep Di rector Transp O cr

Br Chiefs Div Chiefs Director Transp O cr

Q her Pers Br Chiefs Div Chiefs Transp O cr
I nfo Mgnt

Dep & Ex Dir Dep & Ex Dir Director Director

Admn O cr Ex Dir Deput y Deput y

Div Chiefs Ex Dir Deput y Deput y

Br Chiefs Div Chiefs Ex Dr Ex Dr

Q her Pers Br Chiefs Div Chiefs Div Chiefs
Per sonnel

Dep Dep Director Director

Adm n O cr Dep Di rector Di rector

Div Chiefs Div Chiefs Director Director

Br Chiefs Div Chiefs Dep Dir Dep Dir

Q her Pers Br Chiefs Div Chiefs Div Chiefs
Counsel

Dep Dep Director Director

MEA O cr Dep Director Director

C/ Sep O cs Dep Director Director

Q her Pers C/ Sep O cs Dep Dep
Engr I nsp Gen

Div Chiefs Div Chiefs CEl G CEl G

CSep O c C/ Sep Oc CEl G CEl G
Public Affairs

Dep Dep Chi ef Chi ef

Div Chiefs Div Chiefs Dep Dep

Q her Pers Div Chiefs Dep Dep
Security and Law Enf or cenent

Dep Dep Chi ef Chi ef

Q her Pers Dep Chi ef Chi ef
*For | ocal travel approval see paragraph 6-4
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Table 1-1, DD Form 1610, Routi ne CONUS TDY O ders-Conti nued

Requesti ng Appr ovi ng Order Authori zing
O ficial Oficial/ O ficial/and/or
and/ or Actg* Act g
Travel er Bl ock 17 Bl ock 18 Bl ock 20
Equal Enmpl Opp
Div Chiefs Div Chiefs Chi ef Chi ef
O her Pers Div Chiefs Chi ef Chi ef

Princi pal Asst
for Contracting

Dep Dep Chi ef Chi ef

C/ Sep Oc Dep Chi ef Chi ef

Q her Pers Dep Chi ef Chi ef
Sm & Di sadvant aged Bus Uti |

Dep Dep Chi ef Chi ef

Q her Pers Dep Chi ef Chi ef
Audi t

Q her Pers Team Chi ef Chi ef Chi ef
Hi story

Div Chiefs Div Chiefs Chi ef Chi ef

Cur at or Cur at or Chi ef Chi ef

Q her Pers Div Chiefs Chi ef Chi ef

*For | ocal travel approval see paragraph 6-4
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Requesti ng Appr ovi ng Order Aut hori zi ng
O ficial Oficial/ O ficial/and/or
and/ or Actg Act g
Travel er Bl ock 17 Bl ock 18 Bl ock 20
Ex Oc
Cdr CDR CECS CELD-TT
CEDC CEDC CECS CELD-TT
CECS CECS CEDC CELD-TT
Asst CECS CECS CEDC CELD-TT
CSM CECS CEDC CELD-TT
ACE ACE CEDC CELD-TT
OACE
Dep Asst DACE ACE CELD-TT
Ex Dr DACE ACE CELD-TT
Div Chiefs Div Chiefs DACE CELD-TT
Br Chi efs Div Chiefs DACE CELD-TT
O her Pers Div Chiefs DACE CELD-TT
Directors/ Directors/
C/ Sep O cs C/ Sep O cs CECS CELD-TT
Div Chiefs Div Chiefs Directors/
C/ Sep O cs CELD-TT
O her Pers Div Chiefs Directors/
C/ Sep O cs CELD-TT
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CHAPTER 2
ADVANCE PLANNI NG
2-1. CONUS TDY Travel .

a. Consult Prelimnary Planning Sheet, Table B-1, Appendi X
B for nunmber of days required for various support services.

b. Under nornmal circunstances, travelers should submt DD
Form 1610 to their order authorizing official at |east eight work
days in advance of anticipated date of departure.

2-2. OCONUS/ Forei gn TDY Travel

a. Travel ers should consult Prelimnary Planning Check
Sheet, Table B-2 Appendix B for actions to be acconplished and
lead tine required to conplete these actions.

b. When the specified |ead tine shown on the Prelimnary
Pl anni ng Check Sheet cannot be net, Directors and Chiefs,
Separate Ofices will be responsible for providing necessary
speci al nessenger service.
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CHAPTER 3
TRAVEL ORDERS
3-1. Ceneral.

a. DD Form 1610, Request and Authorization for TDY of DCD
Personnel, is prescribed for general use in connection with al
official tenporary duty travel. It wll be used for group or
bl anket tenporary duty travel, with a continuation sheet or
sheets containing additional names, authorizations and necessary
information. DD Form 1610 will not be used for invitational
travel orders.

b. Most of the itens on DD Form 1610 are sel f-explanatory.
In general, itens should be conpleted as foll ows:

(1) Date of Request - Enter day, nonth, and year;
i.e., 25 July 1988.

(2) Nane and SSN - Enter nane and social security
nunber of traveler.

(3) Position and Title and Grade or Rating - Self
expl anat ory.

(4) Oficial Station - Enter nanme and | ocation of
per manent duty station.

(5) Organi zational Elenment - Enter division, branch.
(6) Phone No. - Enter conplete tel ephone nunber.

(7) Type of Order - Indicate as appropriate,, e.g.,
TDY, repeated, anmendnent, confirmatory, blanket, cancellation.

(8) Security Cearance - The degree of security
cl earance for the period of tenporary duty will be included in
the order, i.e.,, interimor final security clearance, top
secret, secret, or confidential, as appropriate; i.e.,
"individual cleared for access to classified material up to and
including (classification) for the period of this TDY. The
statenent "Access to classified data not required " wll be
i ncl uded when appropriate. This itemis to be used only when
consi dered necessary by the travel directing official.

(9) Purpose of TDY - Specify clearly and fully (see
par agr aph 3-2g).
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(10) Approxi mate Nunber of Days of TDY:

(a) Include travel time. The assignnment, includi
travel time, may be exceeded by 100% or 7 days, whichever is
| ess, without requiring an anmendnent.

(b) Proceed On or About (Date) - Indicate for
begi nning of official travel which will be as accurate as
possible (official travel may begin as much as 7 days before or
after the indicated date but is not official until the date
travel order |s issued).

(11) Itinerary - Indicate places fromand to which
official travel is authorized and “return to” point. If it is
expected that the traveler may have to alter the prescribed
itinerary to acconplish m ssion assignnent, Indicate by an “X
bl ock preceding “variation authorized.” Variation should be
l[imted within specific division/district, or area.

(12) Mode of Transportation - Indicate in block(s)
provi ded, the node(s) authorized.

(13) Per Diem - Wen the rates prescribed in the
JTR/JFTR are to be authorized, check the block “Per D em
Aut hori zed in accordance with JTR' and nake no further entries
regardi ng per diemrates.

(14) Estimated Cost —Self explanatory.

(15) Advance Authorized - Leave bl ank. The anmount of
advance of travel funds wll be conputed by the Finance and
Accounting Ofice.

(16) Remarks - may be used for special authorization
any pertinent information.

(17) Requesting Oficial (Title and Signature) —See
Tables 1-1 and 1-2.

(18) Approving Oficial (Title and Signature) —See
Tables 1-1 and 1-2.

(19) Accounting Citation - Show appropriate fiscal
data, with conplete fund citation, including appropriation ADP
wor kcode and fiscal station nunber.

ng

or

(20) Order Authorizing Oficial or Authentication —See

Tables 1-1 and 1-2.

3-2
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(21) Date Issued - Show date that order was issued.

(22) Travel Order Nunber - Show the identifying nunber
whi ch has been assi gned.

C. Item 11 above nmay indicate travel from enpl oyee*s place
of abode and return thereto. For the purpose of TDY entitlenents
pl ace of abode is defined as the residence or other quarters from
whi ch the enpl oyee regularly commutes to and fromwork. Travel
approving officials will ensure that orders do not direct travel
frompoints other than residence or quarters in excess of the
resi dence quarters where the enployee regularly commutes to and
from worKk.

3-2. Preparation of Travel O ders.

a. In the preparation of travel orders the accounting
citation block will reflect the appropriate accounting citation,
i ncl udi ng appropriation APD workcode, fiscal station nunber (FSN)
and Organi zati on Code.

b. | medi ately after preparation of travel orders by the
el enment the formw ||l be processed through HECSA Fi nance and
Accounting Branch Representative in Room 1213C for fund
certification. If the orders have been approved by the order
aut henticating office, HECSA wll retain two copies.

c. \Wen travel orders Include points outside the
Continental United States and transportation is furni shed by
Mlitary Airlift Command (MAC) a Custoner Identification Code
(AC will also be Included in the accounting citation bl ock.
Cont act HECSA Fi nance and Accounting O fice for ClC codes.

d. Travel orders which do not call for the use of
Governnent facilities when avail able, or which authorize the
hiring of special conveyances, will be held to the absolute
mnimum Directors and Chiefs of Separate Ofices will ensure
that these exceptions are made only in cases where m ssion
performance |Is essential. For those existing Governnent
facilities, Directors and Chiefs of Separate Ofices will require
approval by the approving official that utilization of existing
Governnent facilities would adversely affect the perfornmance of
assi gned m ssion. The requesting official and traveler w |
furnish, in witing, the travel approving official specific
justification that such use is inpractical.

e. Al travel orders will include the anmount of estimated
costs. All estimates will be as realistic as possible.

(1) “Per Dienf estimate will include only costs for
per diem In quarter day increnents.

3-3
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(2) “Travel” estimates wll reflect the cost of
commercial transportation at Governnent rates or ml eage
al | onance for use of privately owned conveyance to and from
tenporary duty | ocation

(3) “OCther” estimates will include all costs, except
t hose in subparagraphs (1) and (2) above, for itens reinbursable
to the traveler (e.g., taxi fares, rental car costs, registration
fees, transportation to and fromtermnals, parking fees, use of
privately owned conveyance at TDY site, etc.). For PCS travel the
estimate will include the costs for transportation and storage of
househol d goods, tenporary quarters and subsi stence expense, real
estate expense, and m scel | aneous expenses.

(4) *“Total” estimated costs, the sumof (1), (2) and
(3) above, will be the amount used by HECSA Fi nance and
Accounting Branch to certify funds.

(5) Blanket travel orders will reflect a NTE doll ar
limt for the fiscal year or other period of issuance.

f. Travel order approving officials will ensure that the
GIR cost is shown in item 16 of DD Form 1610 when travel by
privately owned conveyance is not nore advantageous to the
Governnent. Item 16 wll also reflect any annual | eave approved
in conjunction with the TDY assignnent, except for mlitary
personnel. If travel involves post conference tours, the tour and
cost will also be reflected.

g. Al travel orders, DD Form 1610, will include standard
pur pose categories to identify the reason for travel in addition
to any ot her description of the purpose of TDY. The applicable
pur pose categories will be included in item9 of DD Form 1610.
Consult Appendi x L for purpose categories and descriptions.

3-3 Bl anket Travel Orders.

a. Bl anket travel orders are issued to enpl oyees/ nmenbers
who frequently nmake trips away fromtheir permanent duty station,
within certain geographical limts, in the performance of
assigned duties. Normally, such orders are issued for an entire
fiscal year

b. Bl anket travel orders will be used only if regular TDY
orders or repeated orders will not acconplish the m ssion.

C. Bl anket travel orders will be authorized only for those

personnel perform ng m ssions considered absolutely essential to
t he operation of the m ssion.

3-4
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d. Directors and Chiefs of Separate Ofices wll
t horoughly eval uate requests for approval of blanket travel
orders to ensure they are fully justified and include specific
reasons why bl anket travel orders are required. Oficials
eval uating requests for blanket travel orders will apply the
followng criteria prior to submtting requests to CELD TT:

(1) The urgency of the mssion is such that there is
insufficient time to process a normal request for TDY

(2) The requirenent cannot be satisfied by another
type of order, e.g., repeated travel order

(3) The requirenent occurs often enough to justify
bl anket travel orders.

e. Positions approved for blanket travel orders wll be
reviewed on a sem annul basis to determne their valid
essentiality.

f. Bl anket travel orders will not be used to conpensate
for adm ni strative workl oads.

g. Bl anket travel orders will be prepared on DD Form 1610,
Request and Aut hori zation for TDY Travel of DOD Personnel, and
will be submtted to CELD-TT along with justification. Ceneral
Oficers and staff nenbers of the Executive Ofice need not
submt justifications. DD Form 1610 will be conpl eted through
item 19 and will be approved by the appropriate order approving
of ficial.

h. Format for preparation of orders is shown in Figure
J—1, Appendi x J.

3-4. Repeated Travel O ders.

a. Repeated travel orders allow any necessary nunber of
separate round trip journeys fromthe permanent duty station to
and fromor between specified |ocations. Each separate journey
may necessitate a stopover for duty at one or nore places before
returning to the permanent duty station. Travel will not be
solely between the place of duty and the place of |odging. Sanple
for preparation of repeated travel order is shown in Figure J-2,
Appendi x J.

b. Repeated travel orders may be issued for periods up to
60 days and nay be reissued if necessary.
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3-5. TIDY Oders for Mlitary Personnel. Travel orders may be

i ssued up to 179 cal endar days. Requests for TDY in excess of 179
cal endar days will be submtted to CEPE-MA for forwarding to DA

| evel for approval, NLT the conpletion of the 145th day of TDY.

3-6. lnvitational Travel Oders.

a. Invitational travel orders are issued to individuals
who are not Federal Governnent enpl oyees or nenbers of the
Uni formed Services. Enployees from other Governnent agencies who
travel /performwork for USACE should not be issued invitational
travel orders.

b. Travel allowances authorized for individuals traveling
under invitational travel orders are [imted to those normally
aut hori zed for enployees in connection with tenporary duty
travel

c. Advance of funds is not allowed for persons traveling
under invitational travel orders.

d. Travel of foreign nationals nust be approved by HQDA
Ofice of the Deputy Chief of Staff for Intelligence (ODCSINT)
prior to issue of invitational orders. Al orders for travel of
foreign nationals, to or within CONUS, or from CONUS to OCONUS,
wll be forwarded to CEPM S-FL for coordination and approval by
DA. After DA approval CEPMS-FL will forward requests to the
HECSA representative for fund certification

e. Procedures for requesting invitational travel orders
are contained in Chapter 13, paragraph 13-2p of this regulation.

3-7. NATO Travel O ders.

a. NATO travel orders are required for US Mlitary
Personnel directed to travel to or through Bel gium Canada,
Denmar k, France, Federal Republic of Germany, G eece, |celand,
Italy, Luxenbourg, the Netherlands, Norway, Portugal, Turkey, or
the United Kingdom NATO travel orders are not issued to civilian
personnel .

b. CELD-TT wi Il furnish NATO order (Figure J-3, Appendi X
3).

3-8. Exceptions. Wen travel is performed within the limts of
HQUSACE and the surroundi ng nmetropolitan areas, authorization by
the travel directing official may be oral. Travel orders wll not
be issued when it is known that the claimfor travel expense wl|
not involve the paynent of per diemand will involve only

rei mbursenent for the use of a privately owned conveyance
approved as being nore advantageous to the Governnent. In such
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cases, reinbursenent will be effected on SF 1164, Cl aimfor
Rei nbur senent for Expenditures on O ficial Business.

3-9. Revocations.

a. DD Form 1610 will be used for revocation of TDY travel
orders (Figure J-4, Appendix J).

b. DD Form 1614 will be used for revocation of permanent
change of station travel orders.

C. Revocation of invitational travel orders will be
requested by an informal nenmorandum ( Figure J-5 , Appendix J).

d. Revocations for permanent change of station orders wll
be forwarded through the HECSA Fi nance and Accounti ng
representative.

e. Revocations for invitational orders will be forwarded
t hrough the HECSA Fi nance and Accounting representative, to
CELD TT.

3-10. Nunberi ng Travel O ders.

a. DD Form 1610, Block 22 will be nunbered using a fiscal
year designation, a nonth of the FY designation (Appendix C) and
organi zati onal code (Appendix D), and a sequence nunber. Each
el emrent will use their own sequence nunbers fromO001l to 999. A
sanpl e nunber for the Directorate of Resource Managenent woul d be
88-01-DOA for the first travel order of the year. The nunber
al so indicates that the travel order was issued during October
(first nonth of the fiscal year).

b. Anendnents to travel orders wll have the sane nunber
as the original order followed by a |etter designation. The first
amendnent to the above order will be 88-01-D001l -A and the second
amendnent woul d be 88-0Il - DOOI - B.

C. Directors and Chiefs of Separate O fices nmay assign
bl ocks of nunbers to internal elements responsible for preparing
travel orders. The allocation nust be made within the el enent*s
numeri c sequence from 001l to 999. Duplicate nunbers wthin the
sane organi zation shall be avoi ded.

d. I f an el enent processes nore than 999 travel orders
during a fiscal year, the sequence will be repeated substituting
an al pha character for the first nunber, i.e., 88-10-DA01 would

be the 1000th travel order issued by DRM (if travel order was
issued in July). Follow ng use of DA 999, the next nunber would
be DBO1.
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e. Consult Appendi x D for organi zational code for issuance
of orders.

3-11. Anendnents. DD Form 1610 or 1614, whichever is applicable,
wi |l be used. Request for anmendnent of invitational travel orders
will be submtted via informal nmenoranduns. Al anmendnents will
be forwarded t hrough HECSA, Finance and Accounting Branch
representative. (Figures J-6 thru J-8, Appendix J).

3-12. Permanent Change of Station (PCS) Travel Orders. Cuidance
and procedures for issuance of PCS orders are contained in
Chapter 7.
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CHAPTER 4
MODES OF TRANSPORTATI ON

4-1. &overnnment Conveyance. Chapter 2, Part B, Volunme 2, JTR
governs the control of use of Governnent conveyance.

4-2. Privately Omed Conveyance.

a. Chapter 2, Part D, Volunme 2, JTR, prescribes procedures
to be used when authorizing the use of a privately owned
conveyance.

b. I ndi vi dual s who are authorized the use of privately
owned airplanes for TDY will include in travel orders a
certification by the pilot that he/she and the aircraft to be
used neet all applicable Federal Air Regulations with respect to
the pilot qualifications and currency and aircraft air worthiness
requi renent.

c. Al non-mlitary aircraft authorized for use by

i ndi viduals on TDY shall, at a mninmm be equi pped with a two-
way radi o.
d. If other official passengers are to be carried, both

the pilot-in-command and the aircraft to be used shall neet the
requi renents set forth in Federal Air Regulations, Part 135 for
air taxi.

e. Only those chartered air taxi operators holding the
St andar di zed Tender of Service for Passenger Air Transportation
by Chartered Air Taxi Service, approved by HQ Mlitary Traffic
Managenent Command, may be used for novenent of personnel.
Arrangenent for charter air taxi will be nade with Ask M. Foster
Travel Services.

4-3. Rental Cars

a. Wen it is determned that an autonobile is required
for official travel, commercial rental car conpani es under
agreenent with the Mlitary Traffic Managenment Conmand ( MIMC)
shoul d be used. However, travelers may rent vehicles direct from
comercial conpanies. This applies to travelers who travel to
their destination by comnmon carrier, e.g., airplane, train, or
bus and would customarily rent a vehicle for local transportation
in the destination area. Governnent furnished autonobiles wll
continue to be used in isolated areas where commercial rental
contractors are not avail abl e.
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b. When an automobile is required for official travel
performed locally or within commuting di stance of an enpl oyee*s
desi gnat ed post of duty a Governnent-furni shed autonobile is the
first resource. If Governnent-furnished autonobile |Is unavail abl e
commercial rentals may be used.

C. Speci al conveyances, such as rented or hired
aut onobi l es, taxis, boats, aircrafts, livery or other neans of
transportation, may be utilized by travelers in a TDY status if
t he use of such is authorized.

d. Travel ers authorized to use a commercial car renta
nay:

(1) Make reservations preferably with Ask M. Foster,
but may rent directly fromthe rental car agency.

(2) Use personal credit cards.

e. Rei mbur senent for official use of the car will be
clained on DD Form 1351-2, Travel Voucher or Subvoucher. An
item zed statenent of costs will be attached to the trave
voucher .

f. Except for general officers, DD Form 1351-2 wil|l
include a statenent that the entire use of a rented vehicle was
for official business. If an autonobile has been used partially
for nonofficial business, all travelers, except general officers,
will furnish a specific itinerary and mleage for all nonofficial
use. Ceneral officers may furnish only the total nonofficial
m | es.

g. | nsurance. Travelers on official business are not
subject to any fee for Collision Damage Wi ver, and in the event
of an accident, wll not be subject to any collision danage
responsibility (see the Federal Travel Directory for
participating car rental agencies). Personal Accident |nsurance
or Personal Effects Coverage may be offered to the travel er but
are not a prerequisite for renting a vehicle. Wen renting from
conpani es not participating in the Mlitary Traffic Managenent
program standard Col |lision Damage Wi ver practices wll apply.
Rei mbur senent for the cost of purchasing extra collision
i nsurance when official travel is perfornmed wholly within the
continental United States, Al aska, Hawaii, Puerto R co, or the
territories and possessions of the United States is prohibited.
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4—4. Adnministrative Approval for Civilian Use of Privately Omed
Aut onobi | e Not Approved in Advance of Travel.

a. In those cases where a civilian enployee on officia
busi ness el ects to use a privately owned autonobil e and has not
secured approval in advance of travel the travel approving
official (see Delegated Authorities) may exercise admnistrative
approval on the reverse of DD Form 1351-2 to approve this node of
transportation (Figure J-9, Appendix J).

b. Admnistrative approval Is limted to those all owances
specified in Chapter 4, Part N, Volune 2, JTR

4-5. Use of Travel Agencies. Travel agencies under contract to
the US Governnment will be used to secure passenger
transportation. The provisions prescribed in subparagraphs a and
b bel ow apply only to use of travel agencies not under contract
to the US Governnent.

a. Travel agencies will not be used to secure any
passenger transportation services:

(1) Wthin the 50 states, the D strict of Col unbia,
Canada or Mexi co;

(2) Between the 50 states, the District of Col unbi a,
Canada, or Mexi co;

(3) Fromthe 50 states, the District of Colunbia,
Puerto Rico, the Canal Zone, or the territories and possessions
of the United States;

(4) Between the 50 states or the District of Colunbia
and Puerto Rico, the Canal Zone, or the territories and
possessions of the United States;

(5 Between and within Puerto Rico, the Canal Zone and
the territories and possessions of the United States.

b. | f an enpl oyee is not aware of the above procedures and
purchases transportation for official travel with personal funds
froma travel agent, he/she will be reinbursed the anount paid
not to exceed the cost which would have been incurred if the
transportati on had been purchased directly froma comrerci al
carrier. In such cases, enployees will be advised that recurrence
of such use of travel agents will result in denial of any
rei nbursenent for the transportation procured unless it can be
denonstrated that he/she had no alternative.
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4-6. Aviation Support.

a. Requests for air transportation utilizing USACE Arny
aircraft wll be made through CELD T, ext 20849. Requests should
be made not later than 15 days prior to anticipated departure.

b. Requests will include the follow ng applicable priority
cat egory code:

(1) Priority 1 is energency airlift in direct support
of operational forces or for |ifesaving purposes.

(2) Priority 2 is official business airlift of
personnel or cargo with schedule or delivery constraints not
sati sfied by any other node of travel.

(3) Priority 3 is other official business airlift of
passengers or cargo that requires the carrying of classified
material for m ssions not accommobdated by mail or the Arned
Forces Courier Service.

(4) Priority 4 is airlift that requires the conduct of
of ficial business at a destination or while en route by a group
or team This priority is used when nenbers of the group nust
travel or arrive together and this cannot be done by other nodes
of transport.

(5 Priority 5 1s official business airlift shown to
be | ess than any other node of travel and that satisfies
scheduling or delivery constraints. Requests under this priority
wi |l be supported only when cost-effective.

4-7. Unused Acconmmpbdati ons.

a. When a traveler finds that he/she will not use
accommodat i ons whi ch have been reserved for them the traveler
must rel ease themwi thin the tine limts specified by the
carrier. Failure of the traveler to take such action may subject
themto liability for any resulting | osses.

b. Travel ers may keep paynents received froma carrier for
voluntarily vacating a seat on an overbooked flight and taking a
|ater flight. However, no additional per diemmy be paid as a
result of the delay in the traveler*s return. If the traveler
I ncurs additional travel expenses as a result of voluntarily
giving up the seat, beyond those which would normally have been
| ncurred, such additional expenses are not the responsibility of
t he Governnent.
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C. In contrast to subparagraph b, if a traveler Is
involuntarily deni ed boardi ng on an overbooked flight,
conpensation for the denied seat is due to the Governnent.
Therefore, if the airline pays the enployee directly for such
deni ed boarding, the traveler nust relinquish that paynent to the
Governnent, with the travel reinbursenent voucher.

d. A traveler should not voluntarily give up a reserved
seat if it would inpinge upon the performance of official duties.

e. | f the enpl oyee*s travel is delayed as a result of
voluntarily giving up reserved space, the enployee will be
charged annual |eave for the additional hours.

f. Wen transportation is furnished which Is inferior to
that shown on the ticket or when a journey is term nated short of
the destination specified on the transportation request and/or
ticket, the traveler will request a refund certificate or
application fromthe air carrier.
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CHAPTER 5

G FTS, GRATU TI ES AND OTHER BENEFI TS RECElI VED FROM COMVERCI AL
SOURCES | NCI DENT TO PERFORVANCE OF OFFI Cl AL TRAVEL

5-1. Ceneral.

a. Al rights to gifts, prizes, incentives, benefits and
servi ces obtai ned when performng official travel becone the
property of the Governnent, except as otherwise indicated in this
chapter. Wiile acceptance of pronotional material s/services or
enrollnment in airline mleage accunul ati on prograns i s not
mandatory, travelers are encouraged to participate to help reduce
overall costs of official travel.

b. Travelers are obligated to account for any gift,
gratuity or benefit received fromprivate sources when performng
official travel. This includes pronotional materials given by
airlines, rental car conpanies and hotel/notels, for exanple,
bonus flights, reduced fare coupons.

c. \Wien a traveler receives pronotional material he/she is
accepting it on behalf of the Governnment. Al rights to such
mat eri al become the property of the Governnment and nust be
rel i nqui shed.

d. Travel ers may keep itens of nominal intrinsic value (e.
g., pens, pencils or calendars) or itens offered for custoner
relations purposes (e.g., free wne on delayed flights).

e. Travel ers are encouraged to enroll in mleage
accunul ati on (FREQUENT FLYER) prograns to gain full or discounted
travel which would ultimately accrue to the Governnent. However
any mleage credits earned becone the property of the Governnment.
O ficial and personal credits should not be m xed.

f. Travel ers nust turn in travel bonuses carrying
expiration dates, and nontransferable travel coupons, even if
t hey cannot be used by the Governnent for future official travel.

5-2. Pronotional Materials.

a. Travel ers accepting pronotional materials nmust turn in
mat eri al or docunents to the HQUSACE Transportation O ficer.

(1) Transferable tickets, coupons or certificates
shoul d be used/ applied toward future official travel of
enpl oyees.
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(2) Non-transferable tickets or other discount
docunents should be turned in and applied to future travel
requi renents of the individual. Whenever possible, docunents
shoul d be requested in the nane of the U S. Governnent or the
Department of the Arny.

b. Pronoti onal coupons that carry a cash surrender val ue
shoul d be redeened i medi ately. Cash received from redeened
coupons should be turned in to the finance and accounting office.

C. Tradi ng stanps, precious netals and physical articles,
such as cl ocks, sports equi pnent, appliances and | uggage, shoul d
be turned in to the Supply Dvision, Directorate of Logistics
Managenent .

d. Tickets, coupons or certificates turned in by the
travel er that cannot be used should be disposed in accordance
Wi th appropriate property disposition procedures. If price
reductions in lieu of trading stanps, precious netals and
physi cal articles cannot be negotiated and they have no practi cal
use, the Supply Division should arrange for transfer of the
property to a nearby Federal Hospital or simlar institution that
i s operated, managed or supervised by the DOD or the Veterans
Adm ni stration.

e. Procurenment of transportation for official purposes is
based on cost effectiveness rather than participation in
pronoti onal prograns. Consequently, all policies relating to
routing and sel ection of nodes/carriers remain unchanged.
Travel ers shoul d be warned agai nst patroni zing or requesting Ask
M. Foster Travel Agency to select carriers solely for the
pur pose of receiving the extra benefits that may be provided by
any particular carrier.
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CHAPTER 6
TRAVEL W THI N AND AROUND PERMANENT DUTY STATI ON (LOCAL TRAVEL)
6-1. General.

a. The foll owm ng nodes of transportation wll be
considered in the order shown, to the extent that they are
avai | abl e and capabl e of neeting m ssion requirenents, for round
trip travel between the permanent duty station, or residence and
any location wthin the surrounding netropolitan area:

(1) During normal duty hours:
(a) DoD schedul ed bus service.

(b) Schedul ed public transportation (Metrorail or
Met r obus) .

(c) DoD notor vehicle.
(d) Privately owned conveyance.
(e) Taxi cab.

(2) Before or after normal duty hours:
(a) DoD schedul ed bus service.

(b) Schedul ed public transportation (Metrorail or
Met r obus) .

(c) Privately owned conveyance
(d) Taxi cab.
(e) DoD notor vehicle.

b. Except for the use of bus or netro, authorizing
official(s) will make a determ nation of advantage to the
Governnent before travel is authorized by taxicabs, rental cars
and privately owned conveyance.

C. Governnment transportation is that transportati on owned,
| eased, or chartered by any U. S. Governnment agency.

d. Commerci al transportation is transportation
comercially owned and operated (e.g., streetcars, buses, trains,
subways, taxicabs). Rented autonpbiles and other speci al
conveyances commercially owned but operated by enpl oyees are al so
consi dered as commerci al transportation.

6-1



OM 55-1-1
31 Jan 90

e. Private transportation is any privately-owned
conveyance used by an enpl oyee.

6-2. Policy. Generally, a per diemallowance will not be

aut hori zed when an enpl oyee does not incur additional subsistence
expenses because of a tenporary duty assignnent in the vicinity
of , but outside, the permanent duty station regardl ess of whether
or not travel begins or ends at the enpl oyee*s regul ar place of
duty or residence.

6-3. Local Travel Geographical Areas. Local travel includes
travel in Washington DC (all locations within the corporate
limts of the District of Colunbia; the cities of Al exandria,
Fall s Church, and Fairfax and counties of Arlington, Loudoun and
Fairfax in Virginia and counties of Mntgonery and Prince Georges
in Maryl and); Manassas (all locations in Prince WIIliam County);
Anne Arundel County, Baltinore Cty and the counties of Baltinore
and Harford, Howard, MD; Berryville and Wnchester, VA

6-4. Approvals.

a. O ficials designated in Table 1-1 as approving and/ or
order authenticating officials will authorize and approve | ocal
travel for enpl oyees for the purpose of conducting official
Gover nnent business. Additionally, local travel may be approved
by any designated official, in TABLE 1-1, above division chief.
If the division chief is a general officer or an SES civilian,
authority may be delegated, in witing, to a senior official at
the division |evel or higher.

b. Approving officials may establish procedures for first-
| ine supervisors to review | ocal travel vouchers. Di screpancies
or any unreasonabl e costs should be brought to the attention of
t he approving official and resolved before |ocal travel vouchers
are presented for paynent.

c. Approving officials will determ ne the node of
transportation available that may be used advantageously in the
transaction of official business, and ensure that funds are
avai |l abl e.

d. Each HQUSACE el enent will furnish the Finance Ofice,
Mlitary District of Washington (MDW and the HQUSACE | nprest
Fund Cashi er an authenticated DD Form 577, Signature Card, for
officials who are designated to approve | ocal travel vouchers
(Figure J-10, Appendix J).

e. Directors and Chiefs, Separate Ofices will establish
an annual review of DD Form 577, Signature Card(s) to ensure that
cards are current and establish appropriate procedures to ensure
that only authorized personnel are designated as approving
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of ficials.
6-5. Criteria Governing Sel ection of Transportation. Appropriate

approving officials in approving the use of |ocal transportation
wi |l consider:

a. Mode of transportation providing the nost expeditious
handl i ng of official business.

b. Rel ati ve costs, and,
C. Ceogr aphi cal factors.

d. | f Governnment transportation is available and its use
will result in equal or greater advantage to the Governnent,
personnel will be directed to use such transportation. Regularly
schedul ed Governnent -operated bus wll be used if avail abl e.

e. | f the use of commercial or private transportation wll
result in greater advantage to the Governnent, its use may be
aut hori zed.

6-6. Use of Privately Omed Convevance (POC) Bet ween Hone and
Alternate Duty Point.

a. \Wien the use of a privately owned conveyance is
aut hori zed or approved as advantageous to the Governnent for
travel between the enpl oyee*s place of abode and an alternate
duty point (a duty point within or outside of the enpl oyee*s
per manent duty station other than the regular place of work),
instead of reporting to the regular place of work and then to the
alternate duty point, the enployee is entitled to rei nbursenent
on a mleage basis for the distance travel ed between pl ace of
abode and the alternate duty point.

b. Travel for a short duration of tinme, payable from
HQUSACE funds NTE two (2) consecutive weeks may be paid fromthe
| mprest Fund Cashier. Al other travel will be paid in accordance
w th paragraph 8-11.

6-7. Use of Privately Owmed Conveyance Between Hone and
Alternate Duty Point and Pernmanent Duty Station.

a. Home to work transportation can only be authorized by
the Secretary of the Arny. It is an established rule that
enpl oyees nust place thenselves at their regular places of work
and return to their residences at their own expense.

b. If the use of a privately owned conveyance is

aut hori zed or approved as advantageous to the Governnent the
followwing will apply:
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(1) Residence to permanent duty station and then to
alternate | ocation and return to residence, reinbursenent nay be
aut horized from permanent duty station to alternate location to
resi dence.

(2) Residence to permanent duty station and then to
alternate location and return to permanent duty station,
rei nbursenent may be authorized for round trip between pernmanent
duty station and alternate | ocation.

(3) Residence to alternate |ocation and then to
permanent duty station and return to residence, reinbursenent may
be authorized fromresidence to alternate |ocation to permanent
duty station. Parking at headquarters may be authorized when it
is determned that the use of other nodes of transportation are
not econom cal or avail abl e.

(4) \When an enpl oyee parked in a commercial facility
is authorized to use a privately owned conveyance, because of
official necessity, and is required to pay an additional parking
fee to re—enter the comercial parking facility after conpletion
of official business, reinbursenent for the parking fee may be
aut hori zed.

6-8. Use of Privately Owmed Conveyance at Long Term Trai ni ng
Courses. In connection with a long termtraining assignnment of 30
or nore cal endar days, the enployee is entitled to the distance
bet ween the place of abode and the training location, if the
training location is within commuti ng di stance fromthe place of
abode, provided the use of a privately owned conveyance is
determ ned to be advant ageous to the Governnent.

6—9. Parking Receipts. Receipts for parking will be attached to
the | ocal travel voucher.
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CHAPTER 7
PERVMANENT CHANGE OF STATI ON (PCS) TRAVEL-CI VI LI AN PERSONNEL ONLY

7—. Permanent Change of Station (PCS) Travel Wthin the
Continental United States. The activity to which the enployee is
transferred is responsible for the issuance of PCS orders. The

|l osing activity may be requested to issue orders when energency
time constraints preclude issuance by the receiving office. In
such an instance authorized all owances nust be specified and
funds nmust be properly certified before a fund citation is

f ur ni shed.

7-2. |Issuance of PCS Travel O der

a. The Custoner Service Ofice within the Ofice of
Personnel is responsible for issuing PCS orders.

b. CEPE-CS will:
(1) Determne PCS entitlenents.
(2) Conpute estimated costs.
(3) Contact enployee to provide instructions.

(4) Issue DD Form 1614, Request and Authori zation for
DOD Civilian Permanent Duty Travel .

(5) Prepare DD Form 1351, Travel Voucher (Advance of
Funds) .

(6) Forward travel order to gai ni ng HQUSACE office for
signatures of requesting and approving officials. Ofice(s) are
to return signed order to CEPE-OS. The gaining office(s) are al so
responsi ble for reporting accounting citations to be used in
bl ock 22 of travel order.

(7) Forward travel order to appropriate finance and
accounting officer for certification of availability of funds.

7-3. Round Trip Travel Between O d and New Duty Stations to Seek
Per manent Resi dence (Househunting Trip).

a. An enployee and spouse, or either, may be authorized
one round trip at Governnent expense. A househunting trip wll be
aut hori zed only when the circunstances indicate that it iIs
actually needed and to mnimze or avoid the expense invol ved
whenever satisfactory and nore econom cal arrangenents can be
made.
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b. CEPE-OS wi Il critically review each request and
consider the follow ng guidelines before authorizing a
househunting trip.

(1) Arranging Permanent Quarters Before Mwve. |If the
enpl oyee has a large famly and nust pronptly vacate the
residence at the old duty station, it may be less costly to the
Governnent, as well as nore convenient to the enpl oyee, to
conpl ete arrangenents for a new residence before the nove
actual ly takes pl ace.

(2) Arranging Permanent Quarters While in Tenporary
Quarters. If the enployee has no famly or a small famly, It may
be Il ess costly to allow the enployee and famly to stay in
tenporary quarters the full 60 days until permanent quarters are
f ound.

(3) Avoiding Househunting Trip. If tenporary quarters
are to be authorized, a househunting trip should be avoided. It
may be | ess costly to the Governnment, and nore satisfactory to
t he enpl oyee, for the enpl oyee*s dependents to remain at the
residence at the old duty station while the enpl oyee occupi es
tenporary quarters at the new duty station

(4) On Tenporary Duty at New Duty Station. In those
i nstances where the enployee may be on a tenporary duty
assignment at the new duty station for a period before the actual
transfer becones effective, a special trip by the enployee to the
new duty station for the purpose of finding quarters should not
be necessary.

c. A househunting trip will not be authorized when the
purpose of the trip Is to permt the enployee to deci de whet her
or not to accept the transfer.

7-4. Tenporary Quarters. CEPE-OS will authorize tenporary
quarters only as an expedient and only for the period of tinme the
occupancy of such quarters is necessary. As a general policy,
tenporary quarters will not be authorized, or if determ ned
necessary will be reduced, if:

a. A househunting trip has been made. If under unusua
ci rcunstance a househunting trip and tenporary quarters are
aut horized, justification will be furnished by the travel
approving officials.

b. Previous tenporary duty or pernmanent duty assignnents
at the new permanent duty station have enabl ed the enpl oyee to
make arrangenent for adequate pernmanent residence quarters.

C. The famly does not intend to nove to the new permanent
duty station until sonetine after the enpl oyee*s transfer.
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7-5. Travel Approving Oficial Requirenents. In the event there
is a dispute between CEPE-OS and the enpl oyee on travel
entitlements, it is the responsibility of the travel approving
official to make a determ nation, based on CEPE- OS*s
reconmendat i on.

7-6. Permanent Change of Station Fromthe Continental US to an
Overseas Activity. DD Form 1614, Request and Aut horization for
DOD Civilian Permanent Duty Travel, for personnel transferring
from HQUSACE to an overseas activity will be initiated by
Recrui t ment and Pl acenent Branch, Directorate of Personnel.
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b. CEPE-OS wi Il critically review each request and
consider the foll ow ng guidelines before authorizing a
househunting trip.

(1) Arranging Permanent Quarters Before Mwve. |If the
enpl oyee has a large famly and nust pronptly vacate the
residence at the old duty station, it may be less costly to the
Governnent, as well as nore convenient to the enpl oyee, to
conpl ete arrangenents for a new residence before the nove
actual ly takes pl ace.

(2) Arranging Permanent Quarters While in Tenporary
Quarters. If the enployee has no famly or a small famly, it may
be |l ess costly to allow the enployee and famly to stay in
tenporary quarters the full 60 days until permanent quarters are
f ound.

(3) Avoiding Househunting Trip. If tenporary quarters
are to be authorized, a househunting trip should be avoided. It
may be | ess costly to the Governnent, and nore satisfactory to
t he enpl oyee, for the enpl oyee*s dependents to remain at the
residence at the old duty station while the enpl oyee occupi es
tenporary quarters at the new duty station

(4) On Tenporary Duty at New Duty Station. In those
i nstances where the enployee may be on a tenporary duty
assignment at the new duty station for a period before the actual
transfer becones effective, a special trip by the enployee to the
new duty station for the purpose of finding quarters should not
be necessary.

c. A househunting trip will not be authorized when the
purpose of the trip is to permt the enployee to deci de whet her
or not to accept the transfer.

7-4. Tenporary Quarters. CEPE-OS will authorize tenporary
quarters only as an expedient and only for the period of tinme the
occupancy of such quarters is necessary. As a general policy,
tenporary quarters will not be authorized, or if determ ned
necessary will be reduced, if:

a. A househunting trip has been made. If under unusua
ci rcunstance a househunting trip and tenporary quarters are
aut horized, justification will be furnished by the travel
approving officials.

b. Previous tenporary duty or pernmanent duty assignnents
at the new permanent duty station have enabl ed the enpl oyee to
make arrangenent for adequate pernmanent residence quarters.

C. The famly does not intend to nove to the new permanent
duty station until sonetine after the enpl oyee*s transfer.

7-2



OM 55-1-1

31 Jan 90
CHAPTER 8
TEMPORARY DUTY TRAVEL
8-1. Leave in Connection with TDY Assi gnments.
a. Directors and Chiefs, Separate Ofices viii critically

review the necessity for annual |eave taken in connection with
TDY assi gnnent s.

b. Annual | eave taken in connection with TDY travel within
CONUS may be approved by the enpl oyee*s supervisor.

C. Directors/Chiefs of Separate Ofices should carefully
eval uate all requests for leave in conjunction with foreign
travel. The image that the official TDY has been arranged to
afford the traveler the opportunity to take annual |eave in a
foreign country must be avoi ded.

d. The authority to approve annual |eave in connection
with TDY travel OCONUS is limted to officials delegated the
authority to authorize and approve OCONUS travel orders.

e. Leave aut horized and approved will be reflected in item
16 of DD Form 1610, Request and Aut horization for TDY Travel of
DCOD Personnel, for civilian personnel only.

f. Leave authorized for mlitary personnel will be in
accordance wth AR 630-5.

~g. Any personal tours taken either before or after an
official conference, will be chargeable to annual |eave.

8-2. Travel of USACE Oficials.

a. Directors, all General Oficers, and Chiefs, Separate
Ofices will request approval for official air travel in advance
by the approving authority indicated:

(1) The Deputy Conmander is approving authority for
Directors and all General Oficers.

(2) The Chief of Staff is approving authority for
Chi efs of Separate O fices.

b. Requests for approval will be submtted nonthly. Air
travel identified on short notice not included in nonthly plans
may be requested separately, telephonically if necessary, wth
witten request following. Monthly travel plan requests are due
to approving authorities on the 15th of each nmonth. Form for
submtting nonthly plans is ENG Form 4915-R (Appendi x E)
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C. Monthly travel plan requests will include:

(1) Nane, grade, and position title of each person in
the traveling party.

(2) Purpose of trip.
(3) Trip dates and locations to be visited.

(4) Types of air transportation to be used (e.g.,
commercial, Special Air mssion (SAM C-12), etc.

(5) Nature of invitations (if any).

d. Source of funds or category of aircraft used
(Governnent owned or |eased aircraft, or comercial air) wll not
be justification for an exception.

_ e. Justification_for use of CGovernnment and charter
aircraft versus comercial air.

f. In order to establish a visible audit trail elenents
wi thin HQ who approve/di sapprove requests fromFOA will send
those requests to CELD-TT. CELDIT will retain plans and provide
appropri ate response to FOA

8-3. Personnel fromField Operating Activities O dered to TDY in
HQUSA )

a. Directors and Chiefs, Separate O fices, who request TDY
assignnments of field personnel to HQUSACE will take the foll ow ng
actions:

(1) Mlitary Personnel.

(a) Submt request to Ofice of Personnel, CEPE-M
for approval and necessary action.

(b) Provide funds for transportation and per diem
costs.

(2) Oientation and Briefing of MIlitary Personnel.
(a) When TDY is in excess of one day in connection
wi th PCS assignnents, submt requests for this additional TDY to
CEPE- M for necessary action.

(b) Provide funds, where appropriate, for per diem
costs.

b. Al funds nust be certified by the HECSA representative
before release to the order authorizing official.
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8-4. Al lowances. Per diemallowance Is intended for the expenses
of neals, |odging, personal use of a roomduring daytine, tips to
wai ters, porters, baggagenen, bell boys, hotel mids, telegrans
and tel ephone calls reserving hotel accommobdations, |aundry,

cl eaning and pressing of clothing and transportation between

pl aces of | odging or business and places where neals are taken.

8-5. Actual Expense.

a. Actual expenses are not intended for normal, routine,
travel. Actual expenses are authorized for specific travel
assi gnnents within and outsi de CONUS when:

(1) Necessary subsistence expenses are unusual ly high
due to unique or special circunstances and paynent of a nornal
per diem allowance is inappropriate, or

(2) Unusually high expenses are incurred for
occasi onal neal s and/or | odgi ngs.

b. Actual expense allowances are approved by the Per D em
Travel and Transportation Al owance Commttee. Directors and
Chiefs, Separate Ofices will prepare a DF requesting actual
expense allowance and forward to CELD- TT. Requests will be
submtted not |ater than 4 weeks prior to commencenent of travel.

(Appendi x F).

C. Requests nust include the foll ow ng data:
(1) Specific reason for travel.

(2) \Wether neetings with technical, professional, or
scientific organizations are invol ved.

(3) Whether international conferences or neetings are

i nvol ved.

(4) ldentity of the senior nenber of the party,
whether civilian or mlitary.

(5) Nanes and titles of foreign governnental contacts,
if any.

(6) Nanes and identity of any other enpl oyees of
Departnent of Defense conponents or nenbers of the Uniforned
Services who also will be performng the travel or tenporary duty
i nvol ved.

(7) Proposed itinerary showi ng conplete identification
of places (include county, if known) in or outside CONUS to be
visited, the length of duty at each place and the inclusive dates
of travel
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(8) Information as to any special arrangenents which
have been made such as provisions for special Governnent
quarters, etc.

(9) Any other information avail abl e indicating anount
of expenses which may be incurred, anount of allowances
necessary, or reasons why normal per diemw || not suffice.

(10) Reasons nornmal first-class accommobdations will not
suffice.

d. Directors and Chiefs, Separate O fices will critically
review and eval uate requests to ensure that they neet the above
criteria.

e. Ceneral ly, actual expenses are authorized before trave
comences, however, when expenses are not known in advance,
approval may be granted after the travel is perfornmed. Procedures
for subm ssion are the sanme as outlined above. A daily
item zation of expenses will acconpany requests. Item zed
expenses will be reported on DD Form 1351-3, Statenent of Actual
Expenses (Figure J-11 Appendix J).

8-6. TIDY Wthin CONUS.

a. The maxi mum per diemrate for travel within CONUS is
$66, except for certain specific localities (hereafter called
locality rate areas). \Wenever tenporary duty travel is perforned
to locality rate areas, reinbursenent is authorized not to exceed
the applicabl e anmounts prescribed in the Joint Travel Regul ations
and the Joint Federal Travel Regul ations.

b. Recei pts are required for |odging; however, travelers
are no longer required to item ze expenses, except as indicated
i n paragraph 8-5.

8-7. Travel Voucher Revi ew and Approval

a. Al DD Forms 1351-2, Travel Voucher or Subvoucher, wll
be approved by a duly authorized travel approving official.
Travel approving officials are designated in TABLES 1-1 and 1-2.
This authority will not be redel egated.

b. Each HQUSACE el enent will furnish the finance and
of fice an authenticated signature card, DD Form 577 for officials
who are designated to approve travel vouchers. The signature card
will include a statenent as to the specific type of travel which
may be approved by the designated official, e.g., “to review and
approve TDY and PCS travel vouchers of (organization(s))” and/or
to approve |l ocal travel vouchers of (organization(s)), and to
approve long distance calls.” The statenent nust include all of
the types of travel which nay be approved and, if applicable,
must specifically authorize approval of |ong distance calls.
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C. Al l travel vouchers or subvouchers will be reviewed to
insure as a mni mnumthat:

(1) daimis presented on an original travel voucher
with an original signature and date.

(2) The admnistrative data on the voucher agrees with
t he orders.

(3) Oiginal receipts for rental cars and | odging are
at t ached.

(4) Vouchers reflect any |eave taken; if no | eave
taken, vouchers nust reflect “none”.

(5) Advance and partial paynents are properly
i ndi cated in appropriate bl ock.

(6) Statenment of non-availability for quarters is
attached, when applicable (mlitary and civilian personnel).

(7) Statenment of non—availability for neals is
attached, when applicable (mlitary personnel).

(8 The claimis reasonable and consistent with the
m ssion, and clainms for reinbursenent are in harnony with those
aut hori zed on the travel order.

(9) If rental car is authorized, the nost econom cal
car was used to performthe TDY assignnment. When a travel agent
or transportation officer has made rental car reservations under
the Mlitary Traffic Managenent Conmmand (MIMC) contract rates and
the size of car used was appropriate for the m ssion (nunber of
peopl e or | oad requirenents), the nost economcal car Is
considered to have been used. O herw se, the reviewer nust
determ ne that the rate and size of car was in accordance with
the requirenents for using the nost econom cal car to performthe
TDY requirenments. Determne if the traveler acted in a prudent
manner by filling the gas tank prior to turn-in or the car was
refuel ed by the rental car conpany at a nuch higher cost.

(10) Traveler did not use nore days than necessary to
performthe mssion or request reinbursenent for additional
expenses incurred for personal conveni ence or pleasure.

(11) Al clainms in excess of $25 are supported by a
receipt.
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(12) When foreign currency is used while on official
busi ness, travelers report their reinbursabl e expenditures, by
itens, In foreign currency converted into U S. dollars at the
rate(s) of exchange at which the currency was obtained. The rates
of conversion and the comm ssion charges nust be shown on the
voucher.

c. After the reviewis conpleted, the travel approving
official wll type, wite or stanp “revi ewed and approved,
(date)” and sign in the upper right corner of the DD Form 1351-2,
using the 1/2 space just above block 10 (Figures J-—=23 thru J-25,
J-27, J-29 and J-31). This allows the signature to appear on al
copi es of the voucher w thout reversing the carbons.

d. Approval of a designated official is required on trave
vouchers when the enpl oyee clai ns expenses not authorized by a
travel order. Al approvals will be made at the travel approving
official level by signature above block 10. Itens that require
approval should be shown on the original DD Form 1351-2 in the
Remar ks Section, block 26. Signature in block 6 and bl ock 27 are
no | onger required. The follow ng are exanpl es of expenses that
require approval:

(1) The hire of a special conveyance (e.g., taxi or
rental car) when specific authorization was not contained in the
travel order.

(2) Local travel performed wthin and around duty
stations.

(3) Oficial long distance tel ephone calls.

(4) CQuestions of prudence/necessity that cannot be
resol ved when the facts presented do not contain sufficient
authority for, or a conplete record of, the travel and duty
per f or med.

e. The travel approving official will make a limted
determ nation when certain itens clainmed on the voucher require a
determ nation of advantage to the Governnent before paynent can
be nmade.

f. Exceptions, comments or discrepanci es between the
travel approving official and traveler will be noted in item 26
of DD Form 1351-2 or may be included on a separate signed
statenent. Any discrepancies will be resolved by the travel
approving official prior to subm ssion of the voucher to the
Fi nance and Accounting Branch, unless fraud is suspected.
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g. Travel approving officials may establish procedures for
first-line supervisors to review travel vouchers. Comments or
di screpanci es by the supervisor should be noted to the travel
approving official separate fromthe travel voucher.
Di screpanci es or any unreasonabl e costs should be discussed with
the traveler unless fraud i s suspected.

h. In any case where fraud is suspected, the voucher
shoul d i mredi ately be referred to the Ofice of Security and Law
Enf or cenent .

i Travelers will indicate on travel voucher whether the
Government Transportation Request was used, unused, |ost or
st ol en.

8-8. Assistance on Preparation of Travel Forns and Travel
Pr obl ens.

a. CELD-TT w Il provide necessary assistance with the
preparation of all travel forns.

b. Travel ers who cannot resolve their clains with the
voucher approving official and the F&A O ficer may submt claim
vouchers to the CGeneral Accounting Ofice for settlenment.
Preparation assistance may be requested from HECSA, Finance and
Account i ng Support Branch.

8-9. Periodic Inspection. CELD-TT will make periodic inspection
of the travel records of HQUSACE offices. The inspection wl|
cover the use of del egated authorities and proper issuance of

or ders.

8-10. Paynent of Travel Vouchers.

a. DD Form 1351-2, will be signed by the traveler and by
t he voucher approving official. Signed travel vouchers wll be
sent by transmttal letter to the finance and accounting officer
whose fiscal station nunber is included in the fund citation.

(1) Vouchers citing Fiscal Station Nunber (FSN) 96490
and 44213, or others except 49092, wll be sent to HECSA, Fi nance
and Accounting Support Branch, Fort Belvoir, Virginia 22060-5580,
ATTN. CEHEC- RMt F.

(2) Vouchers citing FSN 49092 will be sent to:

Commander

MDW Fi nance and Accounti ng
1900 Hal f Street, SW Room 714
Washi ngt on, DC 20324- 0200



OM 55-1-1
31 Jan 90

b. Courier service fromthe HQJUSACE mail room shoul d be
used to transmt transmttal letters wwth travel vouchers citing
FSN*s 44213 and 96490 to CEHEC.

C. Travelers will submt a travel claimas pronptly as
possi bl e, but not in excess of 10 cal endar days after conpletion
of travel

8-11. Paynent of Local Travel Vouchers.

a. Standard Form (SF) 1164, C aimfor Reinbursenent for
Expenditures on O ficial Business (Figure J-12, Appendix J) wll
be used for paynent of expenses incurred for local transportation
in the performance of official business.

b. SF 1164 nust be submtted by the clainmant at | east once
a nonth. When repeated trips are nmade beginning at the sanme point
of origin and ending at the sane destination, SF 1164 may be
annotated with a statenent: sanme trip nmade on (dates). (Figures
J-12 and J-13, Appendix J).

C. SF 1164 citing FSN 44213 funds and FSN 96490, not
exceedi ng $150, may be submitted to CELD-S, Room 2120C for
paynment fromthe |Inprest Fund Cashier. Vouchers will be submtted
bet ween the hours of 1000-1100 and 1330—430, Monday- Fri day.

d. Vouchers exceedi ng $150, citing FSN*s 44213 and 96490
will be forwarded by transmttal letter to HECSA, Finance and
Accounting Support Branch, ATTN. CEHEC- RM F

e. Vouchers citing S49092 funds will be submtted to
Commander, MDW Fi nance and Accounting O fice, 1900 Half Street,
SW Washi ngt on, DC 2032490200, Room 7131 for paynent.

f. Al l vouchers will contain the following certification
by the appropriate approving official:

"Rei mbursenent for |ocal travel by (insert type, i.e.,
POC, public bus, etc.) requested herein was authorized in advance
of being perfornmed and was required because Gover nnent
transportation could not be utilized."

: I n accordance with paragraph 7-3, AR 37-106, the
followng letter codes will be used in the “code” colum of SF
1164:

Bri dge BR
Commer ci al Bus CB
Ferry FE
Par ki ng Fees PF
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Private Conveyance PC
Road Tolls RT
Taxi cab TA
Tunnel TU
O her Expenses QE

h. Codes shown on SF 1164 will not be used as they apply
to ot her Governnent agenci es.

i Recei pts for parking are required.

8—312. Travel Services Provided by Ask M. Foster.

a. Ask M. Foster is located in Room 3218C, Pul ask
Building. Ofice hours are fromO0800 to 1630 hours. Travelers
will call Ask M. Foster*s Government Reservation Center when
maki ng all travel arrangenents on one of the foll ow ng nunbers:
Donestic travel, 762-8180, International travel, 279-—+901. Ask
M. Foster will:

(1) Provide estimates of travel costs.

(2) Make reservations on air carriers in accordance
wi th regul ations.

(3) Make hotel/notel and car rental reservations.

(4) Provide tickets, boarding passes, and a copy of a
conplete itinerary.

(5) Provide 24 hour energency reservation service
ticket pick up

b. Travel ers will:

(1) Submt 2 reproduced authenticated copies of travel
orders prior to picking up tickets.

(2) Pick up tickets on the date specified at the tine
of reservation.

(3) Call As M. Foster immediately to advise of
cancel | ati on.

(4) Obtain cancellation nunber for any hotels cancel ed
and record for future reference.

(5 Attach SF 1170, Redenption of Unused Tickets to DD

Form 1351-2, Travel Voucher or Subvoucher. If unused tickets
cannot be accounted for voucher settlenents will be del ayed.
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C. | f reservations have been nmade with Ask M. Foster and
travelers require assistance en route call: 800-328-6200.

d. Flight itineraries should be selected and reservations
made as far in advance of schedul ed departure date as possible.
Actual issuance of travel order is not required to nake
reservations.

e. Al unused travel docunents, e.g., tickets, refund
applications, and exchange orders wll be turned in by the
travel er. Cancellation of reservations will be nade as soon as it
is knowmn that they wll not be used.

8-13. Tenmporary Duty Away fromlnitial Location of Long Term
Training Site.

a. Directors, Chiefs of Separate Ofices will ensure that
travelers who are required to perform additional TDY away from
their initial TDY location are not paid two travel allowances for
t he sane day.

b. Par agraph C4552-2i(3), JTR, Volunme 2, provides that
when it is necessary for an enployee to procure or retain
| odgi ngs for other than personal convenience at nore than one
| ocation on a cal endar day, the |odging used at or close to 2400
hours will be used as the |odging cost on that day. Cost of
| odging required to be retained at the initial TDY site is
rei mbursabl e as an all owabl e travel expense, when approved by the
travel directing official, that is, may be in addition to the per
di em payabl e for the travel actually perforned.

EXAMPLE

Enpl oyee is on long termtraining assignnment (LTT) and nust
perform additional TDY away fromthe initial TDY site. The
appropriate official has determned that it is necessary for the
enpl oyee to retain lodging at the initial TDY site in order to
ensure availability upon return. LTT is in Last Chance; a $75.00
per diemarea. Additional TDY is required at Mbile, AL, a $63.00
per diem area. The cost of |odging in Last Chance is $20.00 per
day. Under this hypothetical situation allowable reinbursable
expenses woul d be as foll ows:

LTT subsi stence expense while in Last Chance is 55% of $75. 00,
rounded to the higher dollar or $42.00
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| TI NERARY
10-1 Lv Last Chance 0800

Ar Mobil e 1230
10-4 Lv Mobile 0930

Ar Last Chance 1415
10-1 3/4 day @ $25.00 18. 75 (C45580-2b(1)(c)

Lodging in Mobile 38. 00 4558-2b(1)(a)
10-2 1 day @ $63. 00 63. 00 (C4558-2b(2)
10-3 1 day @ $63. 00 63. 00
10-4 3/4 day @ $25.00 18. 75 (C4558-—=2b(3)(h)

201. 50
+  60.00*(C4552- 2r)

*3 ni ghts unoccupi ed | odging in Last Chance @ $20.00. This ampunt
rei moursed as a travel expense.

8- 14. Use of Hotel/Mtel Sal es Tax.

a. The Conptroller General, in his decision B-172621, 16
July 1986, ruled that a Governnent enpl oyee traveling on official
busi ness is not exenpt fromstate and | ocal taxes inposed by
hotel s/ notels. However, his decision does not prohibit a traveler
fromaccepting an exenption if offered by a city or county.

b. Travel ers shoul d be encouraged to query the
establishment (in advance) at the tine |odging reservations are
requested if they may be tax exenpt and if tax exenption
certificates are acceptable. Wen a hotel/notel honors the tax
exenption status, use of the local (state) exenption formis
required.

C. I f a request for tax exenption is refused the traveler
has no | egal basis to demand such an exenption. Taxes paid for
| odging and neals will continue to be reinbursed as part of the
travel er*s per diem

d. Travelers should consult the Federal Travel Directory
for states that will honor tax exenpt status.
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CHAPTER 9
TRAVEL TO H GH RI SK AREAS
9-1. Ceneral.
a. | nfformati on on specific areas designated as high risk

areas may be obtained from CELD-TT or CEMP-S. Information on the
identification of specific neasures taken to reduce personnel

vul nerability to terrorists acts will be protected as "For
Oficial Use Only (FOUO ".

b. Detailed General Oficers and SES itineraries will be
cl assified "CONFI DENTI AL".

C. Directors, Chiefs, Separate Ofices:

(1) wll ensure that personnel traveling through or to
high risk areas are given threat briefings and receive
instructions on appropriate personal security measures to be
t aken when conducting such travel. Requirenents are al so
contained in USACE Supplenents 1 to AR 380-5 and 1-40.

(2) Should limt TDY travel to or through terrorist
t hreatened areas to that deened m ssion essenti al.

9-2. Procedures.

a. The follow ng procedures, which are intended to | over
the synmbolic profile of travelers and increase the individual*s
chances of surviving a terrorist incident, will be inplenented:

(1) CELD-TT will authorize, when appropriate,
rei mbursenent for the purchase of a Regul ar Fee (Blue) Passport,
if the areas traveled to or through are identified As high risk
ar eas.

(2) Directors, Chiefs of Separate Ofices wll:
(a) When required, authorize the use of U S

facilities for billeting and other requirenents when hosting
nmeeti ngs, conferences, or semnars in affected areas.
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(b) Discourage unofficial travel to terrorist
t hr eat ened areas.

(c) Require authorization for civilian clothing to
be stated on travel orders.

d) Elimnate reference to rank and mlitary
organi zation (title) when possible. Use office synbols on orders.

(e) Plan for and use Mlitary Airlift or Schedul ed
Mlitary Airlift Command (MAC) flights, when possible.

(f) Instruct travelers that travel arrangenents,
e.g., itineraries, should be made wi thout reference to rank, etc.

(g) Disapprove carrying classified material unless
absol utely necessary. Send classified material through approved
channel s ahead of schedul ed travel.

(h) Request that Ask M. Foster make reservations
to use foreign flag airlines and/or indirect routings to avoid
t hreat ened airports.

(i) Cte GAO Decision 57 Conmp Gen 519 (1978) as
justification for using a foreign flag carrier, when travel via
an indirect routing on a foreign flag carrier is required.

(3) Paragraph (h) and (i) above do not constitute
authority to totally disregard the requirements or provisions of
the Joint Federal Travel Regul ations, Volunme 1, paragraph U3125-c
and the Joint Travel Regul ations, Volunme 2, paragraph C2204-2, to
use U.S. air carriers where avail abl e.

b. Travelers authorized to avoid specific airports or
routi ngs nust disenbark at the nearest interchange from point of
origin and continue the journey on an Anmerican Flag Carrier
Servi ce.

9-3. Mlitary Personnel. In addition to the guidance provided in
paragraph 8-2, mlitary personnel are further encouraged to:

a. Avoid unofficial travel to terrorist threatened areas.

b. Use mlitary aircraft or MAC charter, whenever
possi bl e.

C. Avoid wearing mlitary unifornms on comrercial aircrafts
traveling through or to a terrorist threatened airport.
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d. Wear nondescript civilian clothing on comrercia
flights, and avoid wearing apparel clearly of U 'S. origins such
as cowboy hats, belts, buckles, etc., or the wearing of
distinctive mlitary itens.

e. Qotain witten authorization on travel orders to wear
civilian clothing when traveling on mlitary aircraft connecting
with a comrercial flight which will transit a terrorist
t hr eat ened ar ea.

f. Baggage |.D. should not identify mlitary rank,
insignia, or duty station.

g. OCONUS travelers requiring overnight |odging should use
US facilities, i.e., BOEJBEG or other U S. approved facilities.

h. Limt the nunber of docunents in possession which
confirmaffiliation with DOD. Unnecessary docunents shoul d be
pl aced i n checked baggage.

i. Avoid loitering in public sections of an airport. \Wen
possi bl e proceed expeditiously through security check-points to
secure areas to await flight.

J]. Avoid discussing mlitary association wth anyone.

K. Blend with ot her passengers as nuch as possible.

9-4. Passport Requirenents.

a. Personnel traveling on official orders to, through, or
fromhigh risk areas are authorized to obtain and carry the
Regul ar Fee (BLUE) Touri st Passport.

b. Only personnel traveling via commercial air to,
t hrough, or fromcountries identified as high risk are eligible
for issuance of Tourist Passports.

c. \Wen issued, the Tourist Passport will be carried in
addition to any other passport or docunent(s) required for entry
by the host country, e.g., ID cards, NATO Orders.

d. No visas will be obtained by the Arny for inclusion in
the Touri st Passport.
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e. Rei nbursenent for Tourist Passports is authorized under
t he provision of paragraph U4525-A of the Joint Federal Travel
Regul ations, Volunme 1 and paragraph C4709 of the Joint Travel
Regul ati ons, Vol une 2.

f. Rei mbur senment for Tourist Passports is limted solely
to i ssuance of such passports in conjunction with official
travel . Rei nbursenent for Tourist Passports procured prior to 13
Septenber 1985 is not authori zed.

g. Travel ers who currently possess a valid Touri st
Passport are not eligible to apply for a second Touri st Passport
nor may they be reinbursed for Tourist Passport they currently
possess. Authority for reinbursement for a Tourist Passport mnust
be specifically stated in travel orders and orders will cite the
appropriate paragraph of the JTR and FJTR

h. Touri st Passports issued becone the sole property of
the traveler. Travelers are responsible for securing the
appropriate visas, if required. Travelers are al so responsible
for retaining Tourist Passports for future official or personal
travel

i Bl anket approval and rei nbursement for the use of
Touri st Passports is not authorized. If required by the country
visited, personnel will travel on NO FEE Oficial (RED) Passports
and/or on official orders wwth mlitary identification card.
Command sponsored famly nenbers will continue to use the NO FEE
(BLUE) Passport with an official endorsenent where required.

. The O ficial Passport or other docunents required by AR
600-290 or the Air Force Foreign Cearance Guide will continue to
be the primary docunents to be used when perform ng official
travel

K. Rei nbur senent for expenses associated with acquiring a

passport will be item zed on DD Form 1351-2, Travel Voucher or
Subvoucher.
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CHAPTER 10
FOREI GN TRAVEL
10-1. Ceneral.

a. In order for the ASA(CW to ensure that USACE
International activities are conducted a manner consistent with
applicable U S. Governnent rules and regul ati ons and ASA(CW
policies, all official travel to foreign countries, either civil
or mlitary funded, require ASA/CW approval, except travel which
iS:

(1) Exclusively associated with activities in support
of U S. forces overseas.

(2) Exclusively associated with foreign mlitary sales
or security assistance prograns in countries such as Saudi Arabia

(3) To U.S. territories/possessions when the travel
does not concern sensitive subjects or projects.

(4) To Canada in conjunction with the Internationa
Joint Comm ssion (1JC) when the travel does not concern sensitive
subj ects or projects.

b. When in doubt proposed foreign travel requests should
be submtted to CELD TT.

c. A Foreign Travel Sensitive Subjects, Projects and
Countries List will be provided to Directors/Chiefs of Ofices as
they are initiated/ changed. Any trips inpacted by these lists
must be submtted to the ASA(CW for approval, unless they are
exenpted in accordance with paragraph 10-la(1l) and (2).

d. USACE personnel should not contenplate travel to the
Peopl es Republic of China (PRC), except pursuant to existing
prot ocol s and annexes between the United States and the PRC

e. Foreign travel approval procedures required to
i npl ement international reinbursable technical assistance
projects will be addressed on a case-by-case basis.

f. The ASA(CW Assistant for Intergovernnental,

I nt eragency and International Affairs is the ASA(CW nanagenent
official for USACE foreign travel
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. Directors and Chiefs of Separate Ofices wll ensure
that all USACE, DA and DOD requirenents for foreign travel are
adhered to, when USACE personnel are traveling under the
sponsorshi p of other Governnment agencies. Wen travel is
performed as part of work for another agency, such as the
Departnent of Energy, USACE personnel cannot assune that the
ot her agency wll satisfactorily conplete all security clearances
and rel ated requirenents.

10-2. Foreign Travel Plan (FTP).

a. The purpose of the FTP is to attain the approval or
di sapproval, prior to the beginning of the fiscal year, of all
programmed official travel to foreign countries that requires the
approval of the ASA(CW. This plan wll also provide information
that will be used to determ ne distribution of the civil funded
foreign travel ceiling, therefore all trips in which the ultimte
funding source is civil works, even if ASA(CW approval is not
required, will be included in the FTP. Directors and Chiefs of
Separate Ofices will annually submt a FTP for their
directorate/office. Prior to the beginning of each fiscal year
the FTP will be provided:

(1) Fromeach directorate/separate office to CELD T
NLT 1 August.

(2) FromCELD- T to OASA(CW NLT 15 August.
(3) From OASA(CW to CELD- T NLT 1 Septenber.

(4) FromCELD-T to each directorate/separate office
NLT 15 Sept enber.

b. The FTP will include a consolidated summarized |ist of
trips, an ENG Form 4960-R, Request for Approval of Foreign
Travel, (Appendix G and an official program if available, for
each trip listed. If post conference tours are involved, each ENG
Form 4960-R nust reflect and justify tours separately. DD Form
1610 will be submtted in accordance wi th paragraph 10-4. The
list will consist of the follow ng information, divided into
civil, mlitary and reinbursable funded trips:

(1) Name of traveler(s).
(2) Destination(s).

(3) Date of departure.

(4) Nunber of days of TDy.
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(6) Estinmated cost of each trip.

(7) Type of funding (civil or mlitary).

(8) Priorities.

fundi ng source is civil

For trips in which the ultimte
wor ks assign a consecutive nunber to each

trip (#1 being the highest priority).

(9) Categories.

fundi ng source is civil
fol | ow ng:

CATEGORY
CAT 1

CAT 2

CAT 3

CAT 4

CAT 5

CAT 6

For trips in which the ultimte
wor ks assign a category based on the

DESCRI PTI ON

Activities in support of U S.
treaty commtnents with foreign
gover nnment s.

Activities in support of
executive agreenments with
forei gn government agenci es,
approved by Dept of State,
related to nutually benefici al
scientific and techni cal
exchanges.

Activities in direct support of
specific water devel opnent
projects authorized by the
United States Congress.

Activities related to foreign
research and devel opnent
contracts.

Participation on behalf of the
U. S. Governnent in various
i nternational organizations.

Att endance at neeti ngs,
conferences and wor kshops of

i nternational professional
organi zations. If the tripis a
recurring requirenment, the trip
report fromthe previous year
must be provi ded.
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c. The proposed FTP will be reviewed by appropriate
el emrent in HQUSACE (e.g., CECW CERD) and OQASA(CW and annot at ed
to indicate:
(1) Trips which are approved.
(2) Trips which require additional information.

(3) Trips which individual travel request and separate
approval .

(4) Trips which require a trip report.
(5) Trips which should not have been submtted.
(6) Trips which are di sapproved.

10-3. Checklist. The checklist at Appendi x K has been devel oped
by the ASA(CW to ensure that travel ers address issues which
HQUSACE is required to consider in approving foreign travel
requests. This applies to all Corps international activities

whi ch are not exclusively associated with activities in direct
support of U S mlitary forces overseas. The foll ow ng

statenment, | wll conmply with the guidelines and policies
addressed in the Checklist for Foreign Travel Request for each
approved trip.” It is the responsibility of the commander, or his

designee to insure that this is acconplished prior to the start
of each trip.

104. Procedures for ASA(CW Annotations on FTP

a. Approved. Personnel are authorized to proceed with the
travel as long as it is within the stated paraneters and any
not ed conditions.

(1) DD Form 1610 will be submtted to CELD- TT NLT 45
days prior to departure. Indicate in item#16: This travel has
been approve by ASA(CW on the FTP.

(2) CELD-TT will verify order against the approved FTP
Li st and obtain appropriate theater/area/country clearance, if
required. Upon receipt of clearance CELD-TT will authenticate
order and return to the requesting el ement.

b. Additional information:
(1) Submt additional correspondence which is

necessary to satisfy ASA(CW request or question to CELD- T NLT 5
days after receipt of the annotated FTP.
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(2) Responsible officials within headquarters wll
review i nput and forward to ASA(CW.

(3) ASA(CW will review request along with the
addi tional information and provide appropriate response and
return request to CELD-T.

(4) CELD-T wll forward results to the requesting
el enent .

c. Individual travel request and separate approval. The
procedures indicated in paragraph 10-4 wll be foll owed.

d. Trip reports (RCS exenpt: AR 335-15, paragraph 5-
2e(5)). Trip reports are required for all foreign travel
i nvolving neetings wth foreign governnent officials, as
specified in the approved FTP, or as otherw se requested. Travel
in connection with IJC is exenpted, except for sensitive subjects
and projects. The individual making the trip, or in the case of
travel by a group, the senior nmenber of the group will submt the
report. The trip report will contain all information and be
divided into categories as shown in format at Appendix H An
exanpl e of a properly prepared report is at Appendix I.

(1) Trip reports will be submtted to CELD-TT in
triplicate, NLT 30 days after conpletion of travel.

(2) CELD-TT will forward reports to ASA(CW.

e. Disapproved/ Cancell ed. Personnel are not permtted to
proceed with the travel

10-5. Unprogrammed Travel. If a requirenent for foreign travel
arises after the FTP has been submtted, and the travel requires
ASA(CW approval, the travel request will be processed on an

i ndi vi dual basis. Such unprogramed travel should be kept to a
m ni mrum by effectively planning and projecting as many travel
requi renents as possible on the FTP. The procedures to be

foll owed are:

a. Submt ENG Form 4960-R, DD Form 1610 and offi ci al
program if applicable to CELD-TT NLT 45 days prior to departure.

b. The follow ng statenent will be provided in item3 on
ENG Form 4960-R, “I have conplied with the guidance and policies
addressed in the Checklist for Foreign Travel Request”. The
approving official will verify conpliance by placing his/her
initials directly after the statenent.
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c. Responsible officials within headquarters will review
input in consultation with ASA(CW, and determne if
reprogramm ng of the civil works funded foreign travel ceiling is
appropri ate.

d. CELD-TT wll forward results to the requesting el enent.

10—6. Submi ssion of Orders.

a. Directors and Chiefs of Separate Ofices will submt
all TDY orders to CELDIT for review and aut hentication, NLT 45
days prior to anticipated date of departure. DA Form 2374-R,
Notification of Foreign Visit, will acconpany travel orders
unl ess a specific witten justification exists.

b. Requests for attendance at conferences wll continue to
be processed in accordance with AR 1-211, as suppl enent ed.

10-7. CGvil Wrks Funded Foreign Travel Report (RCS: CELD-19).

a. Purpose. USACE has an ASA(CW established annual
ceiling as to the ambunt of civil funds which can be expended for
foreign travel. In order to keep the ASA(CW appraised on the
status of the expenditures, Directors and Chiefs of Separate
Ofices will submt a quarterly report to CELD- T, NLT 15 days
after the quarter has ended. Negative replies are required. The
report will be unclassified. Each quarterly report will consist
of the follow ng information:

(1) Report only trips in which the ultimte funding
was civil funds.

(2) Provide any updated actual anpbunts for trips that
were reported as estinmated anounts on prior reports.

(3) Add any data that was changed, omtted or
erroneously reported on previous reports.

b. Trips to U S territories/possessions are no |onger
considered as foreign travel, therefore, civil funds expended for
these trips need not be reported to CELDT.

c. Reporting Contents. List any trips which were
reimbursed wwth civil funds from another organization, indicating
the location of the ultimte funding source. Wen invitational
travel orders are issued, citing civil funds, the organization
requesting the travel will report the travel. The report wl|
consi st of the follow ng information:

(1) Nane of traveler (report invitational travel).
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(2) Destination(s).
(3) Date of departure
(4) Nunber of days of TDy.
(5) Purpose(s).
(6) Total estinated cost.
(7) Total actual cost.
d. Explanation of terns for reporting purposes.

(1) Guvil funded. For the purpose of this report civil
funds neans the "ultimte" funding source, not necessarily the
fundi ng shown on the DD Form 1610. List only trips in which the
ultimate funding was Corps civil funds. Do not report trips that
were ultimately Corps mlitary or reinbursable fromany other
t han USACE

(2) Destination(s). In paragraph 10-5c(2) only |ist
| ocations in which business was conducted or | eave taken. Do not
show transit points.

(3) Total estinmated cost. The ampunt indicated in
par agraph |1 0-5c(6) nust be taken fromthe total estinmated cost
bl ock found in item #14 of DD Form 1610.

(4) Total actual cost. The ampunt indicated in
par agraph 10-5c(7) wll be taken fromthe paid vouchers and
GIR/tickets. This informati on may not be avail able when trip is
initially reported, but should be provided in later reports.

10-8. Conmmitnent to Future Foreign Travel. Directors and Chiefs
of Separate O fices will ensure that USACE personnel do not
accept commtnents or invitations for foreign travel unti
appropriate approvals are received, as there is no guarantee that
such travel wll be possible at a future date. This guidance al so
extends to the acceptance of positions in international

organi zati ons, such as a chairmanship or any other forma
position in an international organization. where such acceptance
would inply a commtnent to future foreign travel. Acceptance of
a chairmanshi p of any formal position in an international

organi zati on requires the advance approval of OASA(CW.
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10-9. Use of Aircraft Omed and/or Operated within USACE. Policy
and procedures for the control and use of aircraft owned and/or
operated within USACE are contained in ER 95-1-1. OCONUS travel
whi ch is acconplished by neans of Corps aircraft will be the
subj ect of separate requests nmade by the Corps on a sem annual
basis to the ASA(CW sufficiently in advance to conply with any
appl i cabl e Congressional notification requirenents.

10-10. Use of United States-Ommed Foreign Currencies.

a. Every effort will be nmade to use US-owned excess
currencies for international travel and transportation w thout
regard to origin or destination.

b. Procedures and policy are contained in AR 55-47.

10-11. Foreign Travel Security Briefing.

a. Paragraph 10-104, AR 380-5 requires that all personnel
who have access to classified defense informati on be given a
foreign travel briefing, before travel, to alert themto possible
exploitation under the foll ow ng circunstances:

(1) Travel to or through comuni st controlled
countries.

(2) Attendance at international scientific, technical
engi neering or other professional neetings in the United States
or in any country outside the United States where it can be
anticipated that representatives of conmunist controlled
countries will participate or be in attendance.

b. Individuals who travel frequently, or attend or host
meetings of foreign visitors as reflected in a(2) above, need not
be briefed for each occasion, but shall be provided a thorough
briefing at | east once every 6 nonths and a general rem nder of
security responsibilities before each such activity. These
briefings can be arranged through the Ofice of Security and Law
Enf or cenent .
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CHAPTER 11

CLEARANCE REQUI REMENTS AND PROCEDURES FOR TRAVEL QUTSI DE
CONTI NENTAL UNI TED STATES ( OCONUS)

11-1. General. An area, theater and/or travel clearance
(hereafter referred to as clearance) is required for travel
OCONUS, except when:

a. Contacting only USACE activities in OCONUS areas.
Travel orders must include the statement: Theater and area
cl earance not required. Visiting only USACE Activities.

b. Traveling to Canada In connection with activities of
the Colunbia River Treaty and the International Joint Conm ssion,
or to neetings related solely to the devel opnment and control of
International waters of the United States and Canada and of the
United States and Mexico. Travel orders nust include the
statenent: Theater and area clearance not required. TDY is in
connection with the activities of the Colunbia River Treaty and
the International Joint Comm ssion and/or attendance at neeting
is required solely for the devel opnent and control of
international waters of the United States, Canada, and Mexico
(use whi chever is applicable).

11-2. dearance for Senior USACE Oficials. General officers and
their civilian equivalent (SES) are likely targets of terrorist
attacks or incidents whenever they travel OCONUS and the
increasing threat requires additional efforts to insure their
personal safety. The disclosure of sensitive information provided
intravel itineraries and other rosters/agenda for senior
officials are of inportance and value to terrorist organi zations
and individuals. This vulnerability of key officials, increased
by publicity and high day-to-day visibility, can be effectively
reduced by restricting access to novenent arrangenents. To reduce
officials* vulnerability, all foreign travel itineraries and

ot her rosters/agenda for general officers and civilian

equi valents will be classified CONFI DENTIAL, with

decl assification upon conpletion of travel. Exceptions include
travel docunents, such as airline tickets or orders which nust be
di spl ayed to(unclear) personnel to arrange travel. Mlitary rank
and position should be omtted on itens such as airline tickets.
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11-3. Subni ssion of C earance Requests.

a. Travelers will submt requests for clearance to CELD-TT
on DA Form 2374-R, Notification of Foreign Visit (Figure 20,
Appendi x J). DA Form 2374-R will be reproduced locally. CELD-TT
will provide CEPMS a copy of each DA Form 2374-R proposi ng
OCONUS TDY.

b. DA Form 2374-R will be submtted 45 days in advance of
departure. The 45 days advance notice is mandatory. In cases when
the lead tine cannot be net a justification is required.

C. DA Form 2374-R may be submtted prior to actual
preparation of travel order, and is required for all OCONUS
travel. CELD-TT wll nmake the ultimate determnation if a
clearance is required. DA Form 2374-R is sel f-explanatory,
however, the following Information is critical for preparing
cl earance nessage request:

(1) Item15 —Details of visit. Provide concise and
specific reasons and purpose of trip including estimted date of
departure and return fromduty station. Include certification:
Visit cannot be conbined with other proposed visits; information
to be obtained fromvisit cannot be obtained fromstaff elenents
in GSD, QICS or HQDA. C assified information will/will not be
di scl osed.

(2) Item16 —Itinerary. Provide exact dates, specific
detailed information avail abl e and conpl ete nane and address of
forei gn point of contact.

d. I f clearance for a specific trip has been requested
and/ or obtai ned through another source the DA Form 2374-R shoul d
be annotated to reflect: C earance obtained by

e. Any itinerary changes to a request already submtted
wi |l be executed on another DA Form 2374-R mar ked “Revi sed”, and
wi |l be acconpanied with a justification for the change.

f. Travel orders will not be released until the
appropriate cl earance has been obtai ned.
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CHAPTER 12
FUNDI NG AND ACCOUNTI NG FOR TRAVEL

12-1. lssuance of Travel Advances.

a. Aut hori zed Anmount.

(1) The amount of a travel advance for an enpl oyee
aut hori zed to have a governnent sponsored charge card is limted
not to exceed the estimted anobunts shown on the travel order for
nmeal s and incidental expenses (M& E) of CONUS per diem or 50% of
the estinmated OCONUS per di em amount plus 100% of the estinmated
ot her reinbursabl e expenses anobunt not payable by the governnent
charge card. The estimted per di em anmount nust be an accurate
estimate of the required per diemfor the time necessary to
conpl ete the approved travel, including partial day anmounts. It
does not include any expenses other than the daily authorized per
diem for the nunber of days in travel status. The estimated ot her
rei mbursabl e expenses anmount nust be an accurate estimte of
necessary expenses in consideration of the circunstances invol ved
for the approved travel.

(2) In sone instances a travel advance nmay be approved
for an anobunt not to exceed the maximumtravel limt. Approva
docunent ati on nust be signed by the travel approving official and
submtted to the Finance and Accounting Oficer with the request
for advance. The approval nay be made with a statenent in the
remar ks section of a travel order when appropriate. This
provision is applicable under the foll ow ng circunstances:

(a) A travel advance for an enpl oyee who i s not
authorized to have a governnent sponsored charge card. This
provi sion does not apply to any enployee who is eligible to have
a card regardl ess of whether the enpl oyee actually has one.

Enpl oyees are considered to be eligible to have a governnent
sponsored charge card if they neet the basic qualification
criteria such as perform ng TDY travel two or nore tinmes a year.
Any enpl oyee whose card has been revoked is considered to have
been aut horized to have one for travel advance purposes and is
therefore not included in this provision.

(b) I't is known in advance that mjor travel
expenses are not chargeable to a governnent sponsored charge
card. This provision includes expenses at renote areas where it
is known that the card cannot be used. In these Instances the
anount of the advance shoul d be increased only for the expenses
not chargeable to the charge card.

(3) A mximumtravel advance is limted to 80% of the
per diemrate(s) applicable to the enpl oyee*s TDY point(s) plus
100% of ot her reinbursabl e expenses not payable by the governnent
charge card.
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(4) The advance authorized block on the travel order,
DD Form 1610, nust be left blank. The finance and accounting
officer will determ ne the advance anount and conplete this bl ock

b. Paynment of Travel Advances, Governnent Enpl oyees Only.

(1) Authorized TDY travel advances will be paid by
travel ers checks or treasury checks.

(2) Permanent change of station (PCS) travel advances
may be paid by travelers checks for per diemand tenporary
subsi stence expenses when authorized by the servicing disbursing
officer. Oherwise, all PCS travel advances will be nmade by
treasury check. Wen a partial PCS advance is paid
by travel ers checks, the disbursing officer nmust establish
adequate controls to prevent issuance of a duplicate advance by
treasury check

(3) The m nimum anount of an advance to be paid by
travel ers checks is $100.00. Travel ers checks are available in
denom nati ons of $20.00 or higher and are packaged in various
multiples with a mni num anount of $100.00. In order to avoid
unnecessary financial hardship, a $100.00 travel advance may be
paid by travel ers check when this amount does not exceed 80% of
the maxi numtravel advance limt. Simlarly, an advance anount
may be increased to the next available travel ers check package
conbi nati on anount when the authorized advance anount exceeds an
avai | abl e package conbi nati on amount by $25.00 or nore as |ong as
the maximumtravel limt is not exceeded. This provision to
i ncrease an advance anount is authorized w thout specific
approval of the travel approving official.

C. Per manent or Retai ned Advances. Pernmanent or retained
travel advances may be authorized in accordance with AR 37-106,
paragraph 14-4 and the foll ow ng provisions:

(1) The anobunt of a permanent or retained advance nay
not exceed the estimated amount of travel advance which woul d be
ot herw se authorized for out of pocket expenses for a period not
exceedi ng a maxi nrum of 45 days.

(2) A permanent or retained advance nmay only be issued

to an enpl oyee who woul d ot herwi se have an unsettl ed advance 90%
of the tine.
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(3) The anobunt of a permanent or retai ned advance nmay
not exceed the average anmount that the enpl oyee woul d ot herw se
be authorized for per diemon individual trip advances. The
average anount shoul d be determ ned by adding the estimated
advance amounts for projected travel and dividing by the nunber
of nont hs invol ved.

(4) An individual with a permanent or retained advance
may not be issued additional separate travel advances.

(5 A request for a retained travel advance nust be
submtted to CEHEC-RM F for approval. It nust include a DD Form
1351, Travel Voucher, and a DF fromthe travel approving official
expl ai ning the circunstances under which the retained advance is
necessary, along with a projected schedule of travel for the next
year or other substantial evidence to support frequency, |ength,
and destinations of TDY trips.

d. An advance for a travel order citing USACE civil works
funds (96XXXX) nmay only be paid by the disbursing officer whose
fiscal station nunber (FSN) is included in the fund citation
unl ess a reinbursable order (DA 2544) is issued for the amount of
t he advance. This restriction includes issuance of travelers
checks only by an agent whose paynents to Citicorp are nmade by
the FSN cited on the order.

12-2. Travel of HQUSACE and OCE Personnel for Field Operating
Activities.

a. Mlitary Field Funding. Travel expenses for personnel
from HQUSACE and OCE will be funded by the field operating
activity requesting the service of HQUSACE and OCE
representatives when the services provided will be charged to
mlitary project or activity funds. These requests wll be
l[imted to work which normally would be perforned on-site if the
expertise were avail able. Expenses of field trips for purposes
such as general inspection, general supervision, and auditing
w Il be charged to HQUSACE and OCE mlitary travel funds.

b. Cvil Field Funding. Travel expenses for personnel from
HQUSACE and OCE will be charged to project funds only when travel
contributes directly to the acconplishnment of the project. The
general rule is, projects benefit directly when the service
performed woul d be perforned in the district if the expertise
were avail abl e. However, a perm ssible exception would be
consulting service or assistance requested in witing. Wen
HQUSACE personnel are actually engaged in design or redesign,
travel costs incurred are also properly chargeable to project
funds. The term “actually engaged” is intended to cover only
t hose HQUSACE personnel directly in the design or redesign
actions, not those engaged in supervision and review.
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12-3. Tenporary Duty Travel of USACE or OCE Personnel for Another
Ofice.

a. \Wen a USACE or OCE enpl oyee perforns TDY travel for
whi ch the expenses will be reinbursed by anot her Departnment of
Defense O fice, authorization and paynment of travel expenses
shoul d be acconplished by use of DA Form 2544, Inter-Arnmy O der
for Reinbursable Services, but may be acconplished by direct
citation of the funding office funds on the travel order or
i ssuance of the travel order by the funding office when
necessary.

(1) DA Form 2544. Rei nbursenent by another office
shoul d be authorized and funded by DA Form 2544. This procedure
allows the traveler to obtain a local travel advance, assures
that the proper finance and accounting office receives the
appropriate records for posting to DD Form 1588, Record of Travel
Paynents, and prevents attenpts by ot her agencies to cross-

di sburse civil funds, which is prohibited.

(2) Direct Fund G te.

(a) When mlitary funds are cited and the
travel er*s finance and accounting office can disburse mlitary
funds, a direct citation of the requesting office funds nay be
used on the travel order when a non-USACE office wll not issue
or accept a DA Form 2544. |If a travel advance is issued for a
direct fund citation the advance should be pronptly transferred
to the requesting office and appropriate records maintained with
adequat e procedures to assure recoupnent of the advance on
settlenment of the travel voucher. Conpliance with the provisions
of Arny Regul ations is required.

(b) Adirect citation of civil funds may be used
when necessary in enmergency situations if use of PA Form 2544 is
inpractical due to tinme constraints or conflict wwth policy of a
non—USACE office. The travel order must specifically identify the
name and address of the appropriate office to be billed for al
costs. Adirect fund citation nust be a witten authorization and
t he issuing Finance and Accounting O ficer nust certify fund
availability. Paynment of a travel advance or travel voucher for
rei mbursenment of travel expenses may only be paid by the
di sbursing station stated in the fund citation unless that
station has issued an official request for reinbursable services
aut hori zi ng paynent of the advance by another disbursing station.
The travel order nust state in item 16 that a travel advance and
the travel voucher may only be paid by the disbursing station
identified in the fund citation. A copy of the travel order nust
be furnished to the disbursing station identified in the fund
citation.
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(3) Oders Issued by Funding Ofice. A travel order
may be issued by the funding office for an enpl oyee of another
of fi ce when required by unusual circunstances. Wen this
procedure is used, the foll ow ng provisions are required.

(a) The enpl oyee*s supervi sor and travel approving
of ficial must concur with the travel assignnent.

(b) A travel advance for Cvil Wrks funds may
only be issued by the disbursing station stated in the fund
citation.

(c) Al travel paynents for Civil Wrks funds nust
be paid by the disbursing station stated in the fund citation.

(d) Copies of the paid travel docunents nust be
furni shed to the enpl oyee*s servicing finance and accounti ng
office for posting to the DD Form 1588, Record of Travel
Paynent s.

b. Travel of USACE personnel for another office should be
cl osely coordinated in advance of actual travel to preclude
hardship on the part of the traveler, especially when a travel
advance i s necessary for performance of travel. Travel funded by
DA Form 2544 is preferable for maxi num fund control and
efficiency in processing travel advances and rei nbur senent
vouchers. Wien a direct fund citation is necessary the traveler
must be aware that a travel advance can only be issued by the
finance and accounting officer whose funds are cited. In such a
case the advance can be nmade if the issuing office is at the
travel destination. Otherw se, travel nust be performed w thout
an advance or the advance nust be mailed to the traveler.

12-4. |ssuance of Governnent Transportati on Request (GIR) and
Governnent Bill of lLading (&BL) with CGvil Wrks Fund Ctation

a. In any instance where a GIR or a GBL nmay be issued with
a Gvil Wrks fund citation, the fund citation nust be conplete
W th appropriation nunber, appropriation title, fiscal station
nunber, and correct billing nanme and address. A Cvil Wrks fund
citation may not be used on a GIR or GBL with a billing address
for the U S. Arny Finance and Accounting Center (USAFAC) at
| ndi anapolis, Indiana, regardl ess of where the GTIR or GBL is
i ssued. Since nost GIRs and GBLs for Arny installations are
preprinted with the USAFAC billing address, special attention is
required when G vil Wrks funds are cited. When PCS orders are
issued citing civil funds, the traveler nust be officially
informed that he/she |Is responsible to insure that any GIR or GEL
i ssued in connection with the PCS travel nust show t he proper
billing address to the paying FSN (not USAFAC).

b. In any instance when it is necessary to furnish a G vi
Wrks fund citation to another office for GIR, and GBL, or PCS
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orders, the office issuing the fund citation is responsible to
ensure that the conplete fund citation and correct billing nane
and address are appropriately included on the docunent(s). G vil
Wor ks funded transportation bills msdirected to USAFAC for
paynent are referred to CERM FA-A for paynent and nust be
returned to the vendor for redirection to the appropriate office.
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CHAPTER 13
TRAVEL SUPPORT FORMS

13-1. CGeneral. The fornms listed herein are prescribed to support
travel and transportation activities. Forns are avail abl e through
normal publications supply channels except ENG Form 4743-R, ENG
Form 4915- R, ENG Form 4960-R and DA Form 2374-R, which are
avai |l abl e through [ ocal reproduction. Forns will be reproduced
locally on 8 1/2 by 11 inch paper.

13-2. Forns.

a. ENG Form 327 - Schedul e of Travel Performed may be used
as a draft to prepare travel vouchers (Figure J-14 and J- 15,

Appendi x J).

b. ENG Form 4032 - Control of Travel Orders and/or Record
of TRs is used to log in travel orders and GIR i ssued (Figure J-
16, Appendix J).

C. ENG Form 4743-R - Claimfor Tenporary Quarters
Subsi st ence Expenses/Forei gn Transfer Allowance (SE) is used to
record daily item zation of expenses (Figure J-17 and J-18,

Appendi x J).

d. ENG Form 4915-R —Proposed Monthly Air Travel will be
used to report projected nonthly air travel (Appendix E)

e. ENG Form 4960-R - Request for Approval of Foreign
Travel nust be submtted with DD Form 1610 (Figure G1 and G 2).

f. DA Form 1056 - Authorization to Apply for a “NO FEE’
Passport and/or Request for Visa (Figure J-19, Appendix J).

(1) Upon receipt of executed travel order, acconpani ed
by a copy of DA Form 2374-R or a nenorandum request, CELD-TT w ||
execute DD Form 1056 and arrange for necessary passport and
vi sa(s)

(2) Upon conpletion of each trip travelers will return
passports to CELD-TT. g. DA Form 2374-R - Notification of Foreign
Visit. Formis self-explanatory. This formw || be reproduced
locally in accordance with AR 380-15 (Figure J-20, Appendix J).

h. DA Form 2544 —Intra-Arny Order for Rei nbursenment Services.
Formis self-explanatory. This formw ||l be used in accordance
with AR 381-15 (Figure J-21, Appendix J).
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i DD Form 1351 - Travel Voucher. Persons eligible for an
advance of funds will conplete Sections I, Il, VI and forward to
the appropriate finance and accounting office (Figure J-22,

Appendi x J).

] . DD Form 1351-2 - Travel Voucher or Subvoucher (Figures
J-23 thru J-32).

(1) Prior to subm ssion of travel voucher, all unused
GIRs, tickets, refund applications, exchange orders and ot her
transportati on docunents or portions will be turned in by the
traveler to the Issuing office (i.e., Ask M. Foster).
Cancel l ation of reservations will be made as shown as it is known
that they will not be used.

(2) Travelers will indicate on travel voucher whether
the GTR/ticket was used, unused, |ost or stolen.

(3) Travel vouchers will be filed within 10 days after
conpl etion of travel

(4) Insure that voucher has been signed by an official
who has a DD Form 577, Signature Card on file (Figure J-10).

(5) When continuation vouchers are necessary, DD Form
1351-2c w |l be used.

K. DD Form 1351-3 —Statenent of Actual Expenses. This
formw ||l be prepared by travel er when an actual expense
al | onance has been approved.

l. DD Form 1610 - Request and Authorization for TDY of DOD
Per sonnel :

(1) For routine CONUS TDY orders (Figures J-32 thru J-
36)

(a) Traveler will initiate formand obtain
appropriate signatures.

(b) The Finance and Accounting Branch
representative will certify availability of funds in item 19,
keep two copies of the order and request for advance of funds, if
submtted, and return to the traveler*s office.

(c) Distribution. Generally concerned are
travel er, HECSA or MDWand Ask M. Foster.
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(2) OCONUS TDY Orders (Figures 3-37 thru 3-40). The
foll ow ng actions are required.

(a) Traveler will initiate DD Form 1610,
conpleting all itens, except item 15 and 20.

(b) Traveler will prepare ENG Form 4960- R

(c) Order approving officials will review requests
for conpliance with regulations and Iimtation.

(d) HECSA representative will prevalidate funds
shown in item 19 and forward to CELD TT.

(3) DD Form 1610 will be used for anmendnents and
revocations. No options granted, except invitational orders
(Figures 3-4 and J-6).

m DD Form 1614 - Request and Aut horization for DOD
Cvilian Permanent Duty Travel. This formw ||l be prepared by
CELD-TT for civilian personnel relocating to HQJSACE (Fi gures J-
41 and J-42).

n. SF 1034 - Public Voucher for Purchase and Services
O her than Personal (Figure J-43). This formw | be used for
rei mbursenent of registration fees when no travel is involved.

0. SF Form 1164 - C aimfor Reinbursenent for Expenditure
on Oficial Business (Figures 3-12 and 3-13). This formw |l be
used to claimexpenses for |ocal travel.

p. I nvitational Travel Orders. Operating officials wll
prepare a request and send through their appropriate order
approving official, CEPMS-FL and the HECSA representative to
CELD-TT for i1ssuance of order (Figure 3-44, Appendix J).
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qg. Letter of | nmmunization. Upon receipt of DD Form 1610 or

a DF request, CELD-TT wll execute a letter of imrunization
(Figure J-45, Appendi x J).

FOR THE COMVANDER:

Appendi xes
Colonel, C- ps of Engineers

APP A - References Chief of Staff
APP B - Prelimnary

Pl anni ng
APP C - Month of Fiscal Year Designation
APP D - Organi zational Codes
APP E - ENG Form 4915-R
APP F - DA Form 2496
APP G - ENG Form 4960-R
APP H - Trip Report Format
APP | - Exanple of Trip Report
APP J - Forns
APP K - Checkli st
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